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I. Description of the Problem

Reference work in libraries is centered around the assumption
that any individual can come to any public library in the United
States and pose any queries that s/he wants answered. It is centered
around the further assumption that the reference librarian will try
to answer all of the queries presented, with the exception of cer-
tain medical or legal queries. Reference work is also performed
in academic, school, and special libraries, though for a more limit-
ed clientele. It is taught in all library schools, typically as one
or more required courses. It is also taught on the job. Librarians
teach reference work techniques to clerks, subprofessionals, and to
some extent to newly graduated library school students. Different
methods are used for presenting reference procedures and principles,
but none of these methods makes any attempt to simulate the actual
step-by-step technique used by the reference librarian for answer-
ing reference queries - namely, what the reference librarian does.

The problem to be studied can thus be described as (1) the
determination of how reference librarians answer queries, and, once
this determination has been made (2) the development of instruction-
al material based on how reference work is performed by experienced
professionals.

6
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II. Objectives and scope of the study

The objectives of the study, based on the problem identified,
are twofold:

1. To determine how reference librarians answer
reference queries.

2. To develop instructional material for teaching
the answering of reference queries and to do so
based on how this task is performed by reference
librarians.

For the first objective, the work of the refer:nce librarians
is studied. For the second, instructional material is developed
and tested on students in library schools.

7
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III. Methodology and results

Test of Descriptive Model by Reference Librarians

A review of the literature on the reference process yielded
a descriptive model of,the process represented as a series of
decision-making steps.' Since this was a hypothetical and untested
model based on the synthesis of several models reported in the
literature (none of which was tested individually) a decision was
made to test components of this model of the reference process by
asking reference librarians to use them in answering reference
queries.

The steps tested were:

1. Query negotiation (when applicable)
2. Message selection
3. Determination of level of answer required (when appli-

cable)
4. Types and sequence of answer-providing tools to search
5. Type of answer to provide
6. Type or types of access points to use

For this test of the descriptive model, reference librarians
in 23 science and technology libraries of academic institutions were
asked to submit records of answered queries. Four hundred thirty-
five queries were collected in this way. These queries were used
to test the search strategy development steps of the descriptive
model as listed above. This was done by translating the search
strategy development steps of the reference process into a series
of questions. These questions were used as the instrument for
testing the model. A copy of the instrument is reproduced as Table 1.
Twenty-three science and technology reference librarians, most of
whom had participated in the query collection phase of the study,
were asked to use the instrUment for search strategy development
for 20 queries (other than the queries they submitted). They were
then asked to comment on how accurately the model, as represented
by the instrument, reflects their technique of performing the search
strategy development. While 17 out of 23 commented that the model
represents an approximation of search strategy development or gave
a qualified assent, 6 indicated that the model was not an adequate
representation of how they performed this phase of the reference
process, or did not answer the question.

Reference librarians who disagreed in part or entirely were
asked to suggest changes in the model to make it a more accurate
reflection of how search strategy is developed. These comments
along with additional testing of the model by the project staff led
to a revision of the model. The revised model is given as Table 2.

1 Jahoda, G. and Olson, P.E. Models of Reference. Analyzing
the Reference Process. RA. 12:148-60 (1972).
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TABLE 1

Instrument for Search Strategy Development

Question number

1. For questions that were negotiated, what questions would you ask. to get from
question statement as originally submitted to question statement as finally
answered? (Please use back of form if more space is required).

2. Indexable information. Select the message carrying words or phrases that you
need to develop the search strategy.

A`

3. Level'of answer to be provided. Would patrons with different educational back-
grounds be provided with different answers to this question?

Yes, elementary level_ ; Yes, advanced level ; No ; Can't tell

4. Types and sequence of references to search. Please mark a "1" next to the
type of tool that you would use first, a "2" next to the type of tool that you
would use second, etc. Assuz..: that the answer may not be in the first type of
tool selected and mark as many types of tools as are applicable.

a. Abstract and index journals i. Geographical sources
b. Biographical sources j. Guides to the literature
c. Book review indexes k. Handbooks (incl. manuals, almanacs)
d. Card catalog (local) 1. National & trade bibliographies
e. Catalogs of other libraries m. Review journals
f. Dictionaries n. Texts and monographs

___g. Directories (other than biogra.) o. Union catalogs and lists
h. Encyclopedias or compendia p. Yearbooks

q. Other, please specify

5. Type of answer that you would provide (assume that you would provide patron
information and/or document(s) containing information.

a. One or more documents g. Name (s)(person, organization)
b. An extract of a document with or without address

One or more bibliographic
citations

h. Date(s)c.

d. A picture i. Place name(s)
e. One number (with or without j. Recommendation(s)

f.

qualifications)
A series of numbers (with or

k. Other, please specify

without qualifications)

6. Type(s) of access point to search - Author Subject Title
Other (please specify)

4
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This includes all of the decision-making steps in the process, not
only the search strategy development steps. The steps preceding
the search of the literature and the provision of the answer are
included in the revised model. Other changes in the model are:

1 The message selection of the query conducted prior to
query negotiation. The results of this step are used
to determine missing or ambiguous elements of the query.
This initial step is thus related to query negotiation.

2. The addition of a step for selecting specific answer-
providing tools once a type or types of answer-providing
tool has been determined. This is particularly emportant
for the library school student and the beginning reference
librarian who are likely to have a limited knowledge_of
reference collections.

3. The addition of a search heading selection step, a step
in which the message words are translated into the access
points of the answer-providing tools. In this step, the
type of access point to be used is included.

4. The addition of an answer selection step, a step that
now includes the type and size of answer selection.

5. The level of answer selection step omitted as a separate
step but included with the negotiation step (when that
information is not given) or with\the'type of answer-
providing tool when that information is applicable.

One other change was made at this time in addition to the
modification and the expansion of the model. A decision was made
to develop instructional material for a general reference course
rather than a science and technology reference course. The primary
reason for doing so was that the instructional material would be
most appropriate for library school students during their initial
exposure to reference work. This is likely to be in an introductory
course on general rather than specialized reference work. Once the
process has been taught in the initial, general reference course,
it can then also be applied to the reference courses that follow.

Development of the Instructional Material

In this.section of the report the development of instructional
modules for carrying out the decision-making steps in the reference
process as depicted in Table 2 will be described. The decision-
making steps covered in the instructional modules ate:

1. Message selection
2. Selection of types of answer-providing tools
3. Selection of specific answer-providing tool
4. Selection of search headings in answer-providing tool
5. Selection of answer
6. Negotiation and renegotiation

The modules will be descfibed in this sequence, which is the
sequence used in the instructional material. The negotiation-re-
negotiation step is covered last and out of sequence as far as the
actual reference process is concerned. The reason for changing the

6
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sequence of steps is that it was believed that students should be
exposed first,to queries that do not require negotiation before the
more difficult negotiation topic is introduced.

For each of the decision-making steps, we asked ourselves how
the reference librarian performs this step and for each step the
answer was that we do not really know, since the path followed for
coming up with the desired output, the answer to the query, has
not as yet been traced. Instead, we looked at the desired output
for each step, and for guidelines to follow for performing the step
correctly. For example, in the message selection step the output
consists of single words or phrases that represent the content of
the query. Reference librarians do not have explicitly stated pro-
cedures for getting from the query statement to the query message.
A desirable outcome of this step is that the message of the query
should be an accurate representation of the original query state-
ment with ail extraneous words removed. Each of the six decision-
making steps will be discussed in terms of the desired output of
each step, the procedure used in developing the instructional ma-
terial with reference to such material which is attached as Appen-
dixes A and B, the comments, if any, by students and instructors
who used the modules, and the revision of instructional material
either undertaken or suggested.

Before describing the instructional modules in this way, a few
words need to be said about the test of the material. The material
was tested in three introductory reference courses in three graduate ---
library schools at Central North Carolina University, the State

y University of New York at Buffalo, and Florida,State University.
" After a preliminary test of the material at Florida State University

in the 1975 fall term, suggested procedures for using the materials
were-pr:pared. These suggested procedures for using this material
were sent to the three instructors at the above-named universities.
The suggestions included the coverage of this material in seven
50-minute class sessions or the equivalent amount of time if longer
class sessions are used, the use of class time for introducing the
students to the exercises, and also the discussion of the exercises
in class after these exercises have been performed out of class.
The instructors were asked to obtain student comment on the instruc-
tional material and also to add their own comments. The revisions
of the instructional material are based to a large extent on student
and instructor feedback.

Each-of the decision-making steps in the decision-making pro-
cess is Co be taught with the aid of an instructional module consist-
ing of the description of the step and exercises for practice in the
performance of the step. The development of the individual instruc-
tional modules will he discussed below.

Development of the Modules

Module 1. Selection of message in the query. Desired output:
characterization of query message as specific query
words and as generic concepts.

7
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The query submitted in person, over the phone, or in the mail
consists of a set of words addressed to the reference librarian.
This set of words is called the query statement. The first step
in the reference process is to identify a sul.,set of words that rcd-
resents the message of the query. There are different ways of
accomplishing this. One way used in a similar operation, the selec-
tion of the message words from a title of a document, is to use all
words other than those listed on a delete (do not use) words list.
This is the well-known technique for preparing keyword from title
indexes by computer. The use of this technique was rejected since
it was considered desirable not only to separate delete words but
also to group message words in one step. We turned to another
technique for our purpose. The technique was developed by Calvin
Mooers and makes use of a small number of indexing terms called
descriptors. The descriptors are grouped under about ten headings. 2

The list might consist of fewer than 100 descriptors and be headed
with questions such as "Does the document deal with equipment?" or
"Are properties of substances discussed?" Under each of these
question headings, the appropriate descriptors are listed. Selec-
tion of indexable information is done by asking oneself each of the
question headings of the list of descriptors and, if the answer
is yes, selecting as many descriptors as apply. In this way, the
indexer would review all potentially applicable descriptors and
thus avoid or at least reduce the chance of missing an appropriate
descriptor. For message selection from reference queries only three
categories are used: known descriptors, wanted descriptors and
modifiers. Upon examination of about 700 reference queries (435
science and technology queries and 300 general reference queries
collected from public libraries) we concluded that each query consists
of at least two types of message words: words that identify what
is known (or given) about a query and words that identify what is
needed or wanted. For example, in the query "Who is the Secretary
of Agriculture in the U.S.?" "Secretary of Agriculture" is the
known term and "Who is" is the wanted term. The known or wanted
terms are frequently qualified or mudified. In the sample query,
"in the U.S." is a modifier of the known term. After we had spe-
cified that message words could be grouped into known terms, wanted
terms and modifiers, we attempted to develop a small list of indexing
terms that would characterize message terms generically. These terms
are called known descriptors, wanted descriptors, and modifiers.
The descriptors and modifiers were difficult to develop and required
about a dozen "passes" through a list of 700-plus refere.,lee queries
before we were reasonably satisfied with their definiti s and con-
sistency of use. The list of descriptors used in the last test of
the system is given in Table 3. Definitions of the descriptors
and instructions for use are given on pages 14-20 of the manual
(Appeudix A). Chapter Two of the manual covers the message selec-
tion process with the aid of descriptors and modifiers. Correspond-
ing exercises (Appendix B) give students pract......e in selecting mes-
sage words as well as in translating these message words into known
descriptors, wanted descriptors, and modifiers.

2
Mooers, Calvin N. Zatocoding and Developments in Information

Retrieval. Aslib. Proc. 8:3-22 (Feb. 1956).

8
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TABLE 3

List of Descriptors and Modifiers

WANTEDS (TYPES OF EXPECTED ANSWERS)

1. Dates (specific dates)

2. Events (involving people)

3. Illustrations

4. Numeric ipformation

a. properties (scientifically measured)

b. statistics (involves counting) and other

5. Organizations

6. Persons

7. Addresses and general locations

8. Publications

a. citations (including bibliographies)

b. document locations

d. verification or completion of bibliographic

data

9. Terms or subjects

a. abbreviations

b. words, phrases, definitions

c. abstracts, annotations, recommendation

of publications

d, general or backgrouni information

10. Unspecified or other (list particular wanted)

KNOWNS (TYPES OF ACCESS POINTS)

12. Abbreviations

13. Dates (specific dates)

14. Events (involving people)

15. Illustrations

16. Organizations (specifically named; includes

corporate authors)

17. Persons (specifically named; includes authors)

18. Places

19, Terms or subjects (other than specific types

already listed)

20. Titles of publications (specifically names)

21. Unspecified or other (list particular known)

TYPES OF MODIFIERS

22. Academic discipline

23. Amount of expected information

24, Foreign language

25. Level of information

26. Place

27. Time period

28, Type of publicati.on

FOR EACH APPLICABLE TYPE OF MODIFIER SELECT ONE OF THE

FOLLOWING QUALIFIERS:

a. Applicable and stated in query (list the

particular modifier)

b. Applicable but not stated in query (reason for

negotiation)

14
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Students appeared to have had no difficulty in identifying
message words and phrases from the query statement. The character-
ization of a query in terms of what is wanted and what is known
(given) seemed to have provided a useful framework for the message
selection step. There were several problems in the translation of
the message words and phrases into wanted descriptors, known des-
criptors, and modifiers. Inconsistent use of several descriptors,
specifically 2. Events and 9d. General or background information,
8a. Publication citations, 8b. Publications location and 8d. publi-
cations verification suggests the need for additional examples of
use of these descriptors, and revised definitions of descriptors.
Some queries are condensed versions of two or more separate queries.
For example, the query "How old was the Chief Justice of the U.S.
Supreme Court in 1976?" requires first the identification of the
Chief Justice, the first query, and then the determination of his
age. In the system described, such queries teed to be translated
into two or more queries and this needs to be included in the des-
cription of this step. Only a framework for the modifiers is given
in the'manual.

Preliminary use of the modifiers suggests that this component
of the system may not be needed. Initially, modifiers were intended
to aid in the identification of queries that required negotiation
and in the selection of specific answer-providing tools. A list

of questions for identifying queries to be negotiated has been estab-
lished instead of the modifiers. Preliminary work on using modifiers
as aids in the selection of specific answer-providing tools led tu
the conclusion that the necessary list of modifiers would be too
lengthy and difficult f:r1 ase to be of value in the selection of
specific answer-provid1:4; tools.

Module 2: Selection of types of answer-providing tools. Desired

output: one or more types of answer-providing tools,
as for example dictionaries or handbooks, that are likely
to contain an answer to a given query.

Development of instructional modules

The initial step was the development of a list of types of
answer-providing tools. This list was first developed for science
and technology queries and then expanded and modified for general
reference work. Next, a procedure was developed for selecting the
type or types of answer-providing tools for a given query. While
we have no direct evidence of how this step is performed by experi-
enced reference librarians, we assumed that the librarian attempts
to match the message of the query against the content of types of
adswer-providing tools. The type or types of answer-providing tools
that match the closest are selected for that particular query.
Attempts were made to make this matching operation explicit. This
was done by using the list of wanted and known descriptors developed
for indexing the query and using these descriptors for indexing the
contents of types of answer-providing tools. The procedure for
indexing the contents of types of answer-providing tools differed
in one major way from the indexing of the query message. While the
query message was indexed by one and only one wanted descriptor

16



and one and only one known descriptor, no such restriction was im-
posed on the indexing of types of answer-providing tools. It should
be pointed out that the indexing of types of answer-providing tools
is not based on the contents of a single title, e.g., a specific
edition of the Encyclopedia Britannica, but on the type of informa-
tion expected in all general encyclopedias. Once a list of wanted
and known descriptors was .-:btained for each type of answer-providing
tool, a matrix of wanted and known descriptors was prepared. In

this matrix each cell made by the lines intersecting a specific
combination of a known descriptor and a wanted descriptor contains
one-letter codes identifying the type or types of tools that are
indexed by this combination of descriptors. Thus, once the student
has selected the query message and translated it into a combination
of wanted and known descriptors, s/he could go to the matrix given
as Table 4 to select the type or types of answer-providing tools
that are likely to contain the answer to the query. The letters
in the wanted and known descriptor cells stand for the types of
answer-providing tools, identified in Table 5.

While the idea of a matrix for selecting types of answer-provid-
ing tools has merit, there are some problems with the implementation
of this idea, problems that were brought out in the test use of this
module. The procedure is mechanical once the descriptors for a
given query have been selected. Unfortunately, the mechanical
selection of types of answer-providing tools did not always yield
potentially useful types of tools. When more than one answer-pro-
viding tool may be used, search sequence is not indicated. At first,
attempts were made to label certain types of answer-providing tools
for some combinations of descriptors as primary (tools to be used
first) tools while others were labeled as backup tools. Since the
rationale for this procedure could not be made explicit, this approach
was abandoned. This problem did, however, identify our inability
to specify search sequence, and a small start in the direction of
solving this is given under associated data.

Module 3: Selection of specific answer-providing tools. Desired
output of step: one or more reference tools that are
likely to contain answers to the query.

In this module the type or types of answer-providing tools
determined in the previous module are translated into the specific
title or titles of answer-providing tools. Since reference librar-
ians are not likely to be familiar with all potentially relevant
answer-providing tools, memory aids or ways for identifying specific
tools need to be provided. These are the lead-in tools that enable
the librarian to go from a type of tool, say, a dictionary, to a
specific dictionary that is likely to contain the answer to the query.
Three types of lead-in tools, the card catalog, guides to the liter-
ature, and bibliographies of specific type of reference tools are
discussed and ways of using these lead-in tools are illustrated.
These are standard reference tools used by librarians and no new
methods for covering this material had to be developed.

Students had no critical comments on the material covered in
this instructional module, the descriptions of lead-in tools,

11
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TABLE 5

Types of Answer-Providing Tools

A * Atlases, Maps

Biographical sources

Card catalogs, union lists

Dictionaries

Encyclopedias

Guides to the literature

Handbooks, manuals, and almanacs

Indexes, bibliographies, and abstracts

Monographs, texts

Non-biographical directories

Primary publications. This includes dissertations,

reports, primary journals and conference proceedings.

Yearbooks

* Letter code used for characterizing type of answer-providing

tool in Table 4
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suggestions of how these tools are used and practice in the use of

these tools. In describing the lead-in tools, the possibility of
different search sequences for identifying specific answer-provid-
ing tools was discussed but no generalizations could be made as to
when the search should be started with the card catalog, a guide
to the literature, or a bibliography of type of reference tool.

This problem is similar to that identified in the previous step
when there is a choice of two or more types of answer-providing tools
to use. Here again, work needs to be done to identify generali-
zations that can be used for specifying the least time-consuming
search sequence.

Module 4: Selection of search headings. Desired output: one or

more access points for searching the specific answer-
providing tool(s).

In this module the message words in the query are translated
into the index language of the c:pezific answer-providing tool(s)
to be searched. This is a problem encountered in index preparation
and index searching. The instructional module for this step also
utilizes techniques developed in the field of indexing, translating
the indexable information into the language of the index. The con-

version of message words into access points in indexes may require
the use of synonyms, more general, more specific, or otherwise
related terms. Subject authority lists for the index have to be
used when available, or related terms have to be developed by the
searcher when the index lacks a syndetic network. Extracts of sub-

ject authority lists were used to illustrate the process of locating
resulting terms.

One problem pointed out in the test use of this material is
the difficulty of providing examples with which all students are
familiar; for example, in the exercises, some students had diffi-
culty locating related terms from a list of home economics terns
because they were not all familiar with this field. Thus the ex-

amples in the exercises need to be revised so that students do not
miss the point in the exercise because they are unfamiliar with the

field of knowledge. Another suggested revision is the expansion of

the coverage of different types of indexes, particularly on-line
- searched coordinate indexes, since students are likely to encounter

that type of index in their work. A further suggestion is that in
addition to using single-page excerpts of subject authority lists,
exercises which provide practice in the use of actual subject author-
ity lists should be developed.

Module 5: Answer selection. Desired output: the fact, passage of

text or entire text along with the citation of the answer-
providing tool or tools.

The answer should be correct and complete. Completeness here
refers not to citing all the documents on a particular topic but
giving the complete answer for each document cited. Typically, that

is the fact, portion of text, or entire text with its full biblio-
graphic citation. There seem to be no standard methods used by
reference librarians to select answers from an answer-providing tool.

14
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To prepare this instructional module, over 700 reference queries
were examined to determine what type of difficulty might be encount-
ered by a beginning reference student in sel, cting an answer. Two

problems were identifiea. One was that in which numbers had to be
selected as answers and the numbers had to be qualified. For ex-
ample, the average temperature for a given location should have a
number qualified by the measuring scale, plus as many other qualifi-
cations as are given in the reference tool: e.g., the month, the
time of day, where the temperature is measured. The second problem
is related to the provision of a complete bibliographic citation
for the lead-in tool and/or the answer-providing tool. The materials
for the manual and the exercises were thus prepared to cover these
two aspects of answer selection.

The test of the instructional material suggested that students
have difficulties in selecting answers from tables, charts, and
graphs. A description of how to do this was therefore prepared and
is given as Appendix C.

Module 6: Query negotiation and renegotiation. Desired output:
identifying the real query and eliminating query ambiguity.

It is essential for the reference librarian to answer the cor-
rect (real) query. Unless this is done and done correctly the ref-
erence librarian is not doing his or her job. S/He thus needs to
recognize queries that are ambiguous. In a number of instances,
insufficient information about the query is given to obtain the
answer. The process of getting to the real query and having suf-
ficient information about it to be able to answer it is the task
performed in the negotiation step. The answer to a query may not
be satisfactory to the client and when the query is to be reformu-
lated as a result of negative response to the initial query, then
renegotiation takes place. Negotiation or renegotiation does not
occur for all queries but is an essential step in the reference
process for queries that require modification or amplification.
As with the other decision making steps, there is little known of
how reference librarians negotiate. The output of this step is a
query statement reflecting the client's real information need and
expressed in sufficient detail for the librarian to answer. There
are guidelines for query negotiation that have appeared in the recent
library literature and these have been incorporated and cited in the
instructional materic. .

The instructional material for identifying queries to be nego-
tiated is based on missing elements in a query, such as geographic,
date, type of publication. When these missing elements in a query
were first assembled, an attempt was made to relate them to the
modifiers used in conjunction with known and wanted descriptors.
This turned out not to be useful since not all modifiers were useful
negotiation elements and vice versa. The list of clues that are
now used in identifying queries to be negotiated is given as Table 6.
An exercise has been prepared for selecting queries to be negotiated
and for indicating reasons for negotiation.

Negotiation entails not only asking the right questions but
also asking them in the right way. This point is developed in the

15
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TABLE 6

Clues for Identifying Queries to be Negotiated

1. Is this the real query?

2. Is the subject of the query recognized?

3. Is the query statement unambiguous and complete?

4. Is the amount of information wanted specified?

5. Is the desired level of answer specified?

6. Is the query answerable in time available to librarian?

7. Is the query answerable in the literature?

8. If there are potential constraints of language, time

period, geography, or type of publication, are these

constraints given?

16
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instructional material on query negotiation and a list of good and
poor ways of negotiation is given as Table 7. Learning negotiation
is perhaps best done by watching and doing and this thought was-
used in developing the instructional material for this step in the
reference process. A script was prepared that illustrates both good
and poor negotiation technique as outlined in the list given as
Table 7. The script given as Appendix D was used for making a video-
tape in which the students from the University's School of Theater
were used as actors. Students in the introductory reference courses
view the videotape and discuss it in class. They are then given a
negotiation exercise. Students do this assignment in pairs with
one student being the reference librarian and the other student
being the client. This role is then reversed to give each student
a chance to play both parts. The simulated client writes the real
query on a piece of paper and presents a query to be negotiated
into the real query to the simulated reference librarian. The nego-
tiation procedure is recorded on audiotape and turned in to the
instructor along with the written statements of the real query.
The instructor critiques the negotiation procedure with the aid of
the list of good and poor negotiation points (Table 7). Student
comment on this module was typically favorable. This may be be-
cause it is fun to negotiate and/or because it brings out the ham
in each of us. There was demand from students to have more nego-
tiation exercises and/or to videotape the students' negotiation
session. The latter suggestion should be investigated should the
logistics of videotape use be worked out.

2 4
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TABLE 7

Good and Poor Ways to Negotiate

Good Negotiation

Librarian uses open questions in the initial stages of negotiation

Encourages patron to discuss his information needs

Summarizes or paraphrases the patron's query to insure mutual
understanding

Makes eye contact with patron

Gives patron full attention

Remains objective about the content of the query

Attempts to make patron feel at ease

Follows the patron's train of thought

Shows empathy for the patron

Is aware of nonverbal clues

Poor Negotiation

Librarian interrupts patron as he attempts to discuss his
information needs

Uses closed questions too early in the interview

Doesn't give patron full attention

Reacts subjectively to the content of the query

Is too quick to state that the query cannot be answered

Provides an answer to the query prematurely without thorough
consideration

Places patron on the defensive

Exhibits uneasiness in working with patrons

2 5
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IV. Significant associated data

Associated data discussed here relate to two different aspects
of the work, the development of supplementary material to provide
practice in answering reference queries and preliminary work on the
development of generalizations about ways in which a step in the
decision making process is to be performed.

The development of supplementary instructional material will
be discussed first. It is suggested that after students have been
acquainted with and given practice in the performance of the indi-
vidual decision making steps in the reference process, test queries
be given to them so that they can have the opportunity to perform
the entire process. To do this, a number of reference queries along
with answers to these queries need to be provided. To make this
practice as realistic as possible, a decision was made to collect
actually answered reference queries in public libraries. A total
of 1658 queries were collected in 1976 from 27 public libraries.
These queries are potentially useful for assignments to students
after lead-in tools, answer-providing tools, access points and
answers have been checked. A report of the survey of queries colr
lected from public libraries, as well as a grouping of queries by
combination of wanted and known descriptors, is given as Appendix F.
The individual instructor of reference courses is faced with the
problem of collecting reference queries for his course. This is a
continuing task since the same queries cannot or at least should
not be used in a particular year after year course. This is partly
because the teference-tool containing the answer is likely to fall
open on the page containing the answer, often obligingly marked by
the students. A computer-based index to reference queries was de-
veloped. This technique makes use of a data management system and
enables the teacher to select queries that have certain characteris-
tics. For example, the index permits the selection of queries that
are'to be answered with specified types of tools, and which are to
use a specified type of access point. A manuscript describing the
index to queries, along with a suggestion to use the index as a
basis for developing a query bank that can be shared by a number of
teachers, is given as Appendix G.

In the course of developing instructional material for the
selection of specific types of answer-providing tools, we became
aware of the absence of criteria used in selecting the search se-
quence when alternate types of answer-providing tools might be used.
For example, if an answer to a query for background information
on a subject can be answered in either an encyclopedia, a handbook,
or a text, what search sequence should be used? This led to a small
test for determining factors that may influence search sequence. The
verification of monographs was used as the type of query for this
work because it is encountered not only by reference librarians as
a reference query but also by acquisitions librarians, catalogers,
and inter-library loan librarians in monograph verification for
purchasing, cataloging, borrowing or lending. Records of completed
inter-library loan requests in the Florida State University Library
were examined to determine what possible errors of omission and

19
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commission could occur in such requests. Based on these findings,
a flowchart for verifying monograph citations with varying amounts
of missing and/or incorrect information was prepared. The descrip-
tion of this work is given as Appendix H.

20
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V. Conclusions

Work on this project has resulted in the development of a
framework for teaching the reference process. The framework develop-
ment, with the aid of a test of a descriptive model of the reference
process by reference librarians, consists of the following six
decision-making steps:

1. Message selection
2. Selection of type or types of answer-providing tools
3. Selection of specific answer-providing tools
4. Selection of search headings
5. Selection of answers
6. Query negotiation and renegotiation

Instructional modules were prepared for each of the decision
making items with each instructional module consisting of an essay
giving the reason for the step, ways of performing the step, and,
when available, generalizations about the step, as well as exercises
in performing it. Reference queries answered in libraries were
collected for practice use by students after they had been exposed
to the individual decision-making steps of the reference process.
An index to queries in machinable form was prepared to enable instruc-
tors to select practice queries with desired characteristics. The

.instructional material was tested with students in three introduc-
tory reference courses. While student and instructor feedback
indicates that this approach to teaching reference work is useful,
revision and expansion of the material are needed. One such revi-
sion has already been made: the expansion of the answer selection
module by including a section on the reading of tables, charts, and
graphs. Other desirable revisions are the refinement of the list of
descriptors, the discussion of coordinate indexes in the selection
of search heading modules in view of the students' likely future
use of on-line searched bibliographic data bases, and the refinement
of the types of answer-providing tool module by incorporating sug-
gested search sequence when answers might be located in more than
one type of tool. The latter revision will be the most difficult
to accomplish siuce it will require the identification of generali-
zations about criteria for selecting different types of answer-
providing tools.

28
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VI. Recommendations

When we developed the instructional material for the selection
of types of answer-providing tools as well as specific titles to
search, we became aware of the fact that there are few guidelines
to assist the librarians in selecting, say, an encyclopedia or a
handbook or a text for general background on a subject query, few
guidelines for choosing the lead-in tool search sequence among card
catalogs, guides to the literature, or bibliographies of type of
reference tool, and few guidelines for the selection of specific
answer-providing tools. In short, this part of the search strategy
is mostly empirically rather than theoretically based. Basic work
on search sequence is therefore recommended. A small start was
made in this project by identifying possible errors of omission and
commission in monograph verification and the preparation of a flow-
chart for searching incomplete and/or incorrect monograph citations.
A similar procedure for other types of reference queries is recom-
mended to help the field move from an empirical to a theoretical
basis.

Other recommended work is the expansion and refinement of the
instructional modules to facilitate their use by both students and
instructors. The expansion of the instructional material into a
text is suggested and this suggestion is now being developed.

2 9
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I. INTRODUCTION

A. Definition, objectives of reference work and why of importance
in libraries

When a librarian answers queries for the address of a particular

organization, for the verification of a bibliographic citation, or for help

in using the card catalog, he is performing reference work. More generally,

any query by patrons which might be answered with documents in the library,

with documents in other libraries, or with knowledge in someone's head

(including the librarian's), can be called reference work. The objectives

of such work characterized in terms of how well it should be done, are to:

* answer queries correctly;

* answer queries at the lowest cost;

* answer queries as quickly as possible.

A few comments about these objectives are in order. Answering the

query correctly is probably self-evident, something that we all agree

should be done. It implies, however, that the right query is answered, some-

thing that is not always done as we shall see later. It also implies that

if we say there is no answer to a query (which may be the correCt answer) we

need to be able to document (prove) this. Answering queries at the lowest

cost is something that we awe to the agency that provides us with financial

support, whether it be a school, a university, or a community. We need to

make the best use of our resources and that, of course, includes personnel.

In different types of libraries the distribution of cost between library

staff and patron may differ. If the answering of the query can be delegated

to a sub-professional or clerk, this should probably be done. Answezing the

query as quickly as possibl.e can also be argued for at least one reason.

Most persons coming to the library with a query want to have it answered

1
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right then and there. If there is too much delay, or worse, if the query

is answered incorrectly, the patron is less likely to come back when he

has another information need that the library may answer.

Let us now look at why reference work is of tmportance in libraries,

why it may even be considered as one of the most tmportant services libraries

provide. To the public, the reference desk, with the possible exception of

the circulation desk, is the most visible part of the library. The library

patrons' impression of the library may be strongly shaped by what they

think of the library's reference services. Patrons should know that the

reference librarian is here to answer (or at least to try to answer) any

and all queries that they may have, queries that can be answered not only

with the resources of the local library but also with the aid of resources

in all libraries and information centers. There are other reasons why

reference work is important in libraries. It provides library management

with a view of (at least some of) the information needs of patrons. An

examination of the use of reference service is of value in the planning and

evaluation of other library services and operations, including acquisition,

circulation, and cataloging.

B. Variables

Before we examine how reference work is performed, let us discuss

some of the different ways queries can be grouped. Some of these different

ways or variables are:

(1) Leading the patron taward the answer versus providing the answer

(2) Types of answers

(3) Size of answer

(4) Queries of recall versus discovery

(5) Types of tools used in answering queries

(6) Training requirements of person answering the query

35
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Let us now look at some of these variables:

1. Leading the patron toward the answer versus providing the answer

The decision to provide a lead toward the answer, e.g. asking the

patron to check the catalog for books on the subject, rather than providing

the answer, may be caused by the library's clientele, by the (limited)

funds available for reference services, or by a combination of these two

factors. In school and academic libraries,instructors would frown on

librarians if they were to provide answers to assignments. Instead, the

librarian instructs the students in the use of the reference tools and leads

them to the appropriate tools. It is the students' task to select the answer

to their query. This is also done in other types of libraries, typically

not by choice but because of budgetary restrictions. In our discussion of

reference work we will assume that the reference query is answered to com

pletion. The patron will be provided either with the answer as in a query

for numeric information or with the document(s) containing the answer as

in a query for background information on a subject. We are taking this

"answer to completion" approach not because it is the policy of most libraries

but because it is our belief that by learning to answer queries in this way,

library school students will obtain a better understanding of all of the

steps in the reference process.

2. Types of answers

The types of answers to be provided, assuming that the query is answered

to completion, may range from nothing (there is no answer) to the text of one

or more documents. Let us look at this range of types of answers. The "No,

there is no answer in the literature" may be a very desirable response to a

query by a researcher who wants to do work along the lines of the query and

who will be pleased that no one else has beat him to the punch. He will

be pleased unless he discovers later on that there was an answer in the
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literature. The "there is no answer" should typically be backed up with

a list of tools and search headings checked by the reference librarian.

Other answers in increasing physical size are a number or numbers with or

without qualifications, a word or phrase, a document citation, a bibli-

ography or list of document citations, a passage from a document, and com-

plete texts of one or more documents.

3. Size of answer

The size of answer is related to the type of answer but it can also

be looked at independently. We may characterize it as a single (and unique)

answer such as a single number, a citation, a document, or we may character-

ize it as a multiple (and not unique) answer such as more than one number,

more than one citation, or more than one document. Some queries have one

and only one answer, as for example the professional address of a scientist.

Other queries, such as queries for background information on a subject,

typically have more than one document as answers. In fact one of many sets

of documents or document extracts may serve as appropriate answers for back-

ground information queries.

4. Queries for recall versus discovery

A patron may remember (with varying degree of accuracy) a fact or a

document that he has seen and wants to see again. This type of query is one

of recall. The query is phrased in terms of remembered fact or combination

of facts and the librarian looks for something presumably in existence. The

discovery query has no such previous history. Here the patron is requesting

documents or information that may or may not exist as far as he is concerned.

This difference is mentioned since it may affect the way in which a librarian

handles a query.

5. Types of tools used for answering queries

Reference queries can also be characterized in terms of types of tools

used in answering the queries. We may, for example, have a dictionary query,

3 7



5

a query for the definition of a word, or an encyclopedia query, one for the

provision of background information on a given topic. We'll have more to

say about types of reference tools later on.

6. Type of training required of person answering the query

This variable deals with how much and what type of training a person

needs to have in order to answer different types of queries. The levels

of training may include the absence of training in the conventional sense

of the word (as in the case of queries answered by computers), clerical

training, library science and/or subject training at either the under-

graduate or graduate level. In theory, we shall use neither underqualified

nor overqualified personnel for answering reference queries. In practice,

there is no agreement on required training for different types of queries.

These are some but by no means all of the ways in which reference

queries can be grouped. Other variables such as type of access points to

use in the selected reference tools, whether or not the query needs to be

negotiated, will be discussed subsequently.

Questions for discussion:

(1) Assume that there are different levels of reference service from

self-service except for provision of answers to directional queries

to compilation of critical reviews of the literature. Identify

factors which have a bearing on the level of service to provide and

apply factors to different types of libraries.

(2) What is meant by reference query variables? Which variables may

be considered important in evaluating reference service by a library?

Using the levels of .training suggested in this stencil, identify

types of queries that can or cannot be answered by machine, by clerks,

or by librarians without subject training?

(3)

38



6

C. The process of answering reference queries

It is important, for several reasons, that we know how reference

librarians go about answering queries. Teachers of reference work need

to know this so that they can teach the process on a more general level

than "how to answer reference queries good". Managers of reference de-

partments need to know this in order to be able to evaluate the work of

reference librarians. Also, we need to know how reference librarians

answer queries so that we can determine which, if any, aspects of the tasks

can be delegated to sub-professionals, clerks, or perhaps even to computers.

Several librarians have viewed the process of answering reference queries

as a series of decision making steps and have drawn this process as a flow-

chart. See, for example, the chapter in W. A. Katz's text for a comparison

of several such flowcharts.
1

The process is viewed as a series of decision-

making steps and these steps are drawn in correct sequence as a decision

flowchart. The particular flowchart that we'll use for our exercises is

reproduced as Figure 1. Consider it from the overall view only for now.

Details will be covered subsequently. This model is based on a test that

was carried out in 1974. The test was intended to tell us whether or not

the model is an adequate representation of how the reference process is

actually (rather than hypothetically) performed. The procedures used and

the results of this test will now be summarized. Twenty-three science and

technology reference librarians in university libraries were asked to submit

records of queries that they answered during a one month period. They were

asked to send us a record of all the queries (other than directional ones

such as "Where is Chemical Abstracts?") answered that month. The record

'Katz, William A. Introduction to Reference Work. Vol. 2, 2nd ed.

N.Y.: McGraw-Hill, 1974, pp. 136-44.
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of each query consists of a statement of the query as it was received,

a statement of the query as finally answered for queries that had to

be negotiated, as well as the answer provided for each query. The

librarians collected records of over 400 actually answered querIes. The

records of these queries were used for the next stage of the project,

the testing of the descriptive model of the reference process. For this

stage of the project, the decision making steps of the descriptive model

were translated into a series of questions. These questions are incor

porated into a form called the reference query analysis form. Reference

librarians participating in the project were given the records of the 400

plus queries (statement of query and answer provided) and were asked to

perform the query analysis and search strategy .lopment steps with the

aid of query analysis forms. Each of the 23 reference librarians who

agreed to cooperate in this test was asked to complete query analysis forms

for 20 queries. Then each librarian was asked whether or not the model as

represented by the query analysis form was an adequate representation of

how (s)he as a practicing reference librarian typically performs this task.

Seventeen said "yes" or "yes" with qualifications and 6 said "no" or gave

a qualified "no" answer, or did not answer the question. Comments and

suggestions by the reference librarians as well as further work on the model

by the project staff led to a revised version of the model, a version given

as a flowchart in Figure 1.

The flowchart will be used as a framework for teaching the process of

answering reference queries. A few words about it are therefore in order.

Queries may be received in person, by phone, or by mail. The record of

information need submitted to the librarian is called the query statement.

The librarian begins the reference process by selecting the message from

the query statement. The message is examined to determine whether the query

4 1
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should be searched as stated or whether ambiguities in the message need

to be resolved before the query is to be searched. The process of re-

solving ambiguities is called negotiation. Next, for both unnegotiated

and negotiated queries, the types of answer-providing tools to be searched

are determined. This is followed by the selection of specific answer-

providing titles. After that, types and specific access points to search

in the selected answer-providing titles are determined. The search is

compled, if successful, by the selection of the answer from the answer-

providing tools. If the search was unsuccessful, the query is renegotiated.

Renegotiated queries follow the same decision-making steps as the (upon

receipt) negotiated queries.

The correct answer to a query is to a large extent dependent upon

correct decisions in each of the steps of the reference process. Practice

will be provided in performing the individual steps of the reference process.

When you have completed this practice you should be ready to answer reference

queries.
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II. Message Selection

Objective: selection of content-bearing (message) words from a query
on both a specific level (the level given in a query) and on a
generic level.

A query is a statement of information need that the reference

librarian attempts to answer. The reason we call such a statement a

"query" instead of a "question" is to differentiate between the original

statement submitted by the patron (the query), and the subsequent state-

ments asked by the librarian about it (the questions). This avoids asking

questions about questions, which is both awkward and ambiguous.

The message selection step, just as every one of the five subsequent

steps, is a key step in the reference process. We say this because an

error in the performance of any of these steps is likely to result in an

incorrectly answered query. In the following query: "I would like to

have a biographical sketch of Reubin Askew," the message words are "bio-

graphical sketch" and "Reubin Askew." A misunderstanding of these message

words would probably result in an incorrect answer to the query. The

other words in this query are considered non-message words or non-content

bearing words, since they tell us nothing about the query.

How does the experienced reference librarian perform the message

selection step? We only know that message selection occurs, but not how

it is performed by the reference librarian. In this stencil we will describe

a suggested procedure for performing this task. Consider it as a mental

aid. Use the procedure until you feel confident in doing the step without

this aid. In this procedure, the message step is broken down into Several

smaller steps. These sub-steps are intended to accomplish two things:

1. The selection of the specific message words, usually the words

used in the query statement itself. In the above example, these words are

"biographical sketch" and "Reubin Askew."

2. The selection of generic message words. In the above example,

4 3



these would be "background information" and "persons." .We'll explain

how we selected these terms shortly. Both specific and generic message

words will be used later in performing the subsequent steps of the reference

process.

Every query statement consists of two parts or components. One

part specifies what is known. The other part specifies what is wanted.

In our query statement what is known is "Reubin Askew" and what is

wanted is "biographical sketch." If either the known or the wanted is

missing, t1,1 statement is not a query statement. "Give me Reubin Askew"

is not a query statement (at least not one that can be answered by a

reference librarian). "Give me a biographical sketch" is not a query

statement either, because it is incomplete.

If we accept the idea that each query statement consists of two

parts, it enables us to do two things: (1) determine the known or access

point for the query and (2) determine the wanted or expected anwer for

the query. The access point is the "key" or "handle" with which to approach

a reference tool. For example, in the query: "What is the address of Gulf

Oil?", "Gulf Oil" is the "key" or access point in the answer-containing

tool. This reference tool may tell us a number of things about this

company: the name of its president, last year's profit and loss statement,

or pictures of its refineries. In this example, however, all that we are

interested in is the company's address. Thus "address" becomes the

expected answer for this query. We call the access points and expected

answer known and wanted descriptors respectively when they are stated

generically.

In addition to the access point (known descriptors) and expected

answer (wanted descriptors), queries may also contain additional clues

that aid in answering the query. We call these clues modifiers. Here are

some examples of modifiers. In the query statement: "Find a picture of

4 4



TABLE2

CHECKLIST OF WANTEDS, KNOWNS AND MODIFIERS

WANTEDS (TYPES OF EXPECTED ANSWERS)

1, Dates (specific dates)

2. Events (involving people)

3. Illustrations

4, Numeric information

a. properties (scientifically measured)

b. statistics (involves counting) and other

5. Organizations

6, Persons

7, Addresses and general locations

8. Publications

a. citations (including bibliographies)

b. document locations

d. verification or completion of bibliographic

data

. Terms or subjects

a. abbreviations

b, words, phrases, definitions

c. abstracts, annotations, recommendation

of publications

d, general or background information

10, Unspecified or other (list particular wanted)

45

KNOWNS (TYPES OF ACCESS POINTS)

12. Abbreviations

13. Dates (specific dates)

14, Events (involving people)

15. Illustrations

16. Organizations (specifically named; includes

corporate authors)

17. Persons (specifically named; includes authors)

18. Places

19. Terms or subjects (other than specific types

already listed)

20. Titles of publications (specifically names)

21. Unspecified or other (list particular known)

TYPES OF MODIFIERS

22. Academic discipline

23. Amount of expected information

24. Foreign language

25. Level of information

26, Place

27. Time period

28. Type of publication

FOR EACH APPLICABLE TYPE OF MODIFIER SELECT ONE OF THE

FOLLOWING QUALIFIERS:

a. Applicable and stated in query (list the

particular modifier)

b. Applicable but not stated in query (reason for

negotiation)

12

46

REV. 8/75
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Alexander Fleming, a British scientist who discovered penicillin in the

1930's", "Alexander Fleming" is the access point, "picture" is the ex-

peCted answer. The additional clues in this query statement, clues that

we call modifiers, are "British scientist," "penicillin," and "1930's."

These are clues because they qualify (modify) what is known and/or what

is wanted. Modifiers may or may not be present in query statements.

The absence of modifiers may be an indication that the query requires

negotiation, something that we will deal with subsequently. By themselves,

modifiers are useless. They need to be used in conjunction with access

points and expected answer components of queries.

Thus far we have indicated that there are at least two parts in

each query statement--the known and wanted parts. In some query statements,

there is a third part, the part that gives us additional information about

what is known or what is wanted. This third part is called the modifier.

Let us now turn to how we propose to use these different parts of the

query statement in answering a query.

One use has already been alluded to. This is the use of the known,

wanted, and modifier categorization as a framework for selecting specific

message words from the query. In other words, you look for known, wanted,

and modifier words in each query statement. When you have identified them,

you have also identified the message of the query. To make this message

selection process even s mpler and more consistent, we have grouped the

individual known, wanted, and modifier terms under broader terms. In

this way you will be aided not only in selecting such terms but also in

selecting types of known, wanted, and modifier terms. These broad types

of terms are called known descriptors, wanted descriptors, and modifiers.

The checklist of known descriptors, wanted descriptors, and modifiers, is

given in Table 1. To get back to the biographical sketch of Reubin Askew

query, the known descriptor is "persons" and the wanted descriptor is
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"background information." This query has no modifier. "Governor of

Florida," "1975" might have been provided as modifierc for this query.

Before we discuss the checklist of descriptors, a few words about it

are in order. A checklist such as this one, which is intended to be scanned

from end to end for answering each query statement, has to have at least

two properties. It needs to be short, otherwise it can't be conveniently

scanned in its entirety for each use. Also, the individual terms on the

checklist must be unambiguous, otherwise there will be problems in using

the list. We claim success on the first point and ask for forbearance

on the second one. This is about the ninth revision of the checklist and

it is not perfect as yet. We have attempted to eliminate ambiguities

by adding brief definitions (scope notes) to some descriptors. This is

the first test of this list by students and we'd like to hear what (if any)

problems you encounter.

The other use of the checklist of descriptors is to aid in the selection

of both types of answer providing tools (the reference tools that will

contaln the answer to the auery), and specific titles of such types of

tools. Just as que.:y statements can be translated into known and wanted

descriptors, so a...n the information contained in the types of tools.

Once-we have selected the combination of known and wanted descriptors for

a query statement, we can look for types of tools that are characterized

by this combination of descriptors. This process will be facilitated with

a list of known and wanted descriptor combinations and corresponding

types of reference tools. In some cases, the specific titles of reference

tools to be searched for a query may be selected by adding the modifiers

to the known and wanted descriptors. More will be said about this procedure

subsequently.

4 8
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'KNOWN DESCRIPTORS

We will now provide a brief explanation and an example at' use of each

known descriptor.

12. Abbreviations. Use when an abbreviation to be identified is given

in the query. Example: What are IAC's?"

13. Dates. Use when a date in the query will be used as an access point.

Example: "Which group of historians will meet in November 1976?" A

date may also be a modifier, a situation that will be dealt with

subsequently.

14. Events (involving people). Use for activity that either has or will

take place, e.g. a meeting of a group of scholars, or the World Series.

Do not use for natural phenomena such as tides, sunrises. Example:

"I would like information for short paper on the battle of Gettysburg."

15. Illustn-tions. Use when any type of illustration is mentioned in the

query, e.g. maps, pictures, symbols (which are actually standardized

pictures), graphs, or a sample of the object itself, e.g. an insect.

Examples: "What does<> mean?" "What kind of flower is this?"

16. Organizations (specifically n'amed). Use whmnames of companies, govern-

ment agencies, libraries, etc. are given. Also used when corporate

author of a publication is given. Example: "Where is the National

Institute of Health?"

17. Persons (specifically named). Use when name of individual is given.

Also used when personal author of a publication is given. Example:

"I would like to see a copy of Edwin Way Teale's book on winter."

18. Places (specifically named). Use when specific place name is given

as access point. Example: "Where is Lock Ness?" Places may also be

modifiers, e.g.: "I want information on Hiram Fong, who lives in

Hawaii." In this case the known descriptor (access point) is "persons"

4 9
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and Hawaii is the modifier since you would not look under the place

to answer this query.

19. Terms or subjects (other than specific ones listed as descriptors 12-18).

Use when word or subject is access point in a query and cannot be

otherwise characterized by the checklist. Examples: "I want background

information on nuclear physics." "What does oxidation mean ?"

20. Titles of publications. Use wientitle of specific book, journal, report,

dissertation, or other publication is given. If both author and title

are given, select author (persons) since this is typically the simple

access point to search. Example: "Do you have American Heritage?"

21. Unspecified/other. Use either when a known descriptor is not present

in a query, or when the known aspect of the query cannot be translated

into any of the specific descriptors. An unspecified known descriptor

in a query statement would have to be negotiated since such a query

could not be searched. Example: "I want some statistics."

WANTED DESCRIPTORS

Wanted descriptors enable us to detereine what the expected answer

to a query should be. Again, we have grouped such expected types of answers

into a small number of categories labeled descriptors. There will be some

repetitions in the known and wanted descriptor lists since what is wanted

in one query may be what is known in another. Again, we will provide

brief instructions for and examples of these wanted descriptors.

1. Dates. This can be specific, e.g. June 6, 1976 or generic, e.g. Eighteenth

century. Do not use for citation verification since typically other

information (author, title, publisher) is also wanted. Example: "When

was the first cyclotron built?"

2. Events. Events are more commonly given as known descriptors in a query

than as wanted ones. An example of the use of "Events" as a wanted

5 0
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descriptor is "What literary award did Michael Schaara receive in 1975?"

The event should be a single point in time rather than something that

occurred over an extended period such as the history of democracy in

America.

3. Illustrations. Use when a picture, map, symbol, or any other type of

illustration is wanted, as in "Where is a picture of Harry Truman?"

"Do you have a map of St. Petersburg?" "What is the symbol for standard

deviation of a statistical population?"

4. Numeric information. Two descriptors are provided: 4a to characterize

the results of measurements, e.g. the length of a fish, and 4b to characterize

the results of counting, e.g the number of passenger cars sold in a

particular location over a period of time, and ..other'

numeric information, e.g. the price of wheat. The identifying characteristic

of these two descriptors is that the expected answer is a number

series of numbers with or without qualifications. Example of 4a (properties):

"What is the di,:tance of the galaxy Andromeda?" Example of 4b (statistics):

"What is the average yield per acre of cucumbers grown in Leon County,

Florida?"

5. Organizations. Use when names of companies, government agencies, libraries,

etc. are wanted. For name of publisher in the case of a citation verifica-

tion, use 8d. Example: "Who sells Waring blenders in Miami?"

6. Persons. Use when names of individuals are wanted. For names of authors

in cases of citation verification, use 8d. Example: "Who invented

Xerography?"

7. Addresses and general locations. Use for wanted pldces, typically addresses.

For place of publication,in citation verification, use 8d. Example: What

1_6 the address of Leonard Bernstein?

5
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8. Publications. This descriptor is often the expected answer in a query even

though it may not be stated as such, as, for example, "Where can I find

information on the use of coconut milk for growing cacti?" in view of the

heavy use of pbblications as an expected answer, the following three more

specific publication descriptors have been prepared.

8a. Citations. Use this descriptor when only bibliographic citations

are wanted. Example: "Provide me with a list of references on growing

orchids."

81). Document location. Use this for requests for location of known docu-

ments in either the local library or in another library. Example:

"Where is the July 1956 issue of the Atlantic Monthly?"

8d. Verification or completion of bibliographic data. Use when part of a

citation is given and the citation is to be completed or when an entire

citation is to be required. Use this wanted descriptor for citation

completion or verification rather than wanted descriptors 5, 6, or 7.

Example: "Verify C. Mooers, Aslib Proc. 1956."

9. Terms or subjects. This group of descriptors identifies the amount of

textual (rather than bibliographic) information expected. The following

four specific descriptors have been prepared.

9a. Abbreviations. Use when an abbreviation for a term is wanted. For

example, "What is the abbreviation for information analysis centers?"

9b. Words, phrases, definitions. Use for identification of a given

abbreviation or for definitions of terms. Example: "Does plumbum have

anything to do with plumbs?"

9c. Abstracts, annotations or recommended publications. Use when summaries

of documents are wanted in addition to citations. Example: "Provide

a summary of journal articles on required courses taught in library

schools." Also use when a book or other type of publication is to

5 2
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be recommended.

9d. General or background information. Use when more than definitions, or

summaries of doucments are wanted as for example, when full texts or

long extracts of text are anticipated answers. Example: "I want to

read up on the history of Liberia."

10. Unspecified or unknown. This should only be used for query statements in

which what is wanted is not stated. The use of this descriptor is a clue

that the query needs to be negotiated.

MODIFIERS

In addition to a wanted and 'known descriptor, a query statement may include

one or more modifiers. Notice that modifiers supplement but do not replace known

and wanted descriptors. Modifers provide additional clues about what is known

and/or what is wanted. A list of types of modifiers is given below, again

with some explanatory noted.

22. Academic disciplines. This refers to the subject of the query, whether

it is, for example, concerned with home economics, Roman history, or

carpentry.

23. Amount of expected information. This refers to the amount of text or the

number of citations the patron wants.

24. Foreign languages. This modifies either a known or wanted descriptor

such as the modification of a term (it is German) or the modification of

'an expected answer. (it has to be in English).

25. Level of infarmation. This refers to the relative difficulty of material

to be given to the patron. Not all queries are level-sensitive. For example,

5 3
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queries for numeric information, citation verification are not. sMaterial

may be for laymen, experts outside his field, or experts in his field, to

give examples of three levels.

26. Place. This refers to the modification of a person ("he lives in New York")

or most of the other known descriptors.

27. Time period. Used similarly to the place modifier.

28. Type of publication. Used when query statement specifies that a specific

type of publication, e.g. journal article, dissertation is wanted.

Questions for discussion

1. What is the difference between a known descriptor and a wanted descriptor?

2. What is the difference between descriptors and modifiers?

3. What is the difference between query message words and descriptors?

4. Which known descriptors, wanted descriptors, or modifiers require further

definition or explanation for unambiguous use?

5. Can the message selection step be performed by either clerks or computers?

Work out the exercises to be provided separately and be prepared to
discuss the answers to the exercises in class.
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III. Selection of types of answer-providing tools

Objective: The selection of one or more types of answer-

providing tools wi'ch the aid of known and

wanted descriptors.

In the last chapter we have discussed the process of

selecting the message from a query with the aid of known

descriptors, wanted descriptors, and modifiers. If a query

can be answered without negotiation (further discussion with

the patron), the next step in the reference process is

usually the selection of the type or types of answer-

providing tools for that query. The experienced reference

librarian probably .combines this and the next step into a

single step. We are treating each step separately to help

you in learning tIle process. Let us begin with a simple

query as an example of carrying out the answer providing

tool selection step. We have a query from a layman for

background information on digital computers. The known

descriptor for this query is "terms or subjects,"

the wanted descriptor is "general or background

information" and the modifier (which we do not use

in this step) is "elementary level." A reference

librarian is likely to select three types of

tools that have answers to this query: encyclopedias,

texts, and handbooks. These are examples of types

of answer-providing tools for reference queries. When we

consult these tools, we expect to locate therein an answer

to the iuery. A 113t of types of answer-providing tools is

given as Table 1. This is a good place to differentiate

5 5
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TABLE 3

TYPES OF ANSWER-PROVIDING TOOLS

A Atlases, Maps

Biographical sources

Card catalogs, union lists

Dictionaries

Encyclopedias

Guides to the literature

Handbooks, manuals, and almanacs

Indexes, bibliographies, and abstracts

Monographs, texts

Non-biographical directories

Primary publications. This includes dissertations,

reports, primary journals.and conference

proceedings.

Yearbooks

answer-providing tools from lead-in tools. Lead-in tools,

as you might suspect from their n.ime are used primarily for

the identification of specific titles of answer-providing

tools, once you have identified the type of answer-providing

tool that you need. For example, if you do not know which

text hes an answer to a query, you go to a lead-in tool to

identify a specific title. The lead-in tool in this

instance is probably the library catalog. Now, to make

5 6
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matters slightly more complex and not to lull ycu into a

false sense of security, lead-in tools are sometimes used

as answer-providing tools, and vice versa. Here is how.

If a query is for the location of a book in the library,

the answer is the book's call number. This is found through

the library catalog, ordinarily a lead-in tool but in this

instance an answer providing tool. A query for journal

articles and books on a subject for which the answers are

located through a bibliography in an encyclopedia article is

an instance in which the encyclopedia is used as a lead-

in tool rather than an answer-providing tool.

How does one select a type of or types of answer-

providing tools for a given query? The experienced refer-

ence librarian probably associates type of information

content with type of answer-providing tool and probably

makes a mental match between the information need expressed

in the query and the expected content of type or types of

reference tools. In Table 2, Wanted-Known Descriptor

Matrix, we have provided a mental aid with which you can

match the message of a query expressed as descriptors with

the content of a type or types of answer-providing tools.

This table, or more precisely this matrix, la7. prepared by

indexing the content of types of answer-providing tools with

known and wanted descriptors. There is a difference in

the indexing of the message in a query and the indexing

of the content of a type of answer-providing reference tool.

57
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The following examples will illustrate the use of

the matrix.

Query: What does the abbreviation "ibid." mean?

Descriptors: 9b, 12

Type of answer providing tool with this combination

of descriptors: D - Dictionaries. .

Query: Where can I locate background information

about Florida State University.

Descriptors: 9d, 16

Types of answer providing tools with this combination

of descriptors: E - Encyclopedias, H - Handbooks,

Manuals, Almanacs, N Non-biographical directors,

P - Primary publication's.

Notice that a single type of answer-providing tOol was

sele-ted for the first query and more than one type of tool

was selected for the second query. In what sequence should

answer-providing tools be searched if there is a choice among

types of answer-providing tools to use? There is undoubtedly

an optimum search sequence but we cannot make any generali-

zations about this sequence at the present time. This is an

area for needed research in reference work. All things

being equal, the optimum search sequence 'should get us the

best answer in the least time. Thus if there is a choice

between an encyclopedia with a known location and another

type of answer-providing tool with a location that has to be

determined through the library card catalog, for example a
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text, then the encyclopedia might be the first type of tool

to search. However, if the patron wants to borrow the

document, a text might be a better choice even though it

usually takes longer to locate such an answer-providing tool.

The message in a query is indexed with only one known

descriptor and only one wanted descriptor. There is no

such limitation on the number of descriptors used for

indexing the content of each type of answer-providing

reference tool. In the matrix, each box represents a unique

combination of known and wanted descriptors. In these

boxes we have placed the letter or letters of tvpes of

answer-providing tools that are indexed by that combination

of known and wanted descriptors.

To help you in the use of answer-providing tools, a

brief dest:ription of each type of tool is given belOw.

Also included for each type of answer providing tool'is the

list of wanted and known descriptors used for indexing each

type of tool. These combinations of wanted and known

descriptors form the basis for the matrix that is to be

used as an aid in selecting types of answer-providing tools.

A. Atlases, maps. An atlas is a collection of maps,

usually containing physical, route, and political

maps, but not restricted to these types. Maps are

defined as representations of surfaces, showing the

whole or part of an area, indicating distance and

size according to a set scale. There are various

6 I.
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types of maps, such as astronomical, physical,

historical, political, etc.

Atlases and maps

Wanted 3-illustrations, 4-properties and statistics,

6-persons, 7-addresses, 9d-general information.

Known 14-events, 17-persons, 18-places, 19-terms

and subjects.

Biographical sources. Also called biographic

dictionaries or biographic directories, are

reference tools giving information about individuals.

The minimum information given is the name and address

of an individual. Additional information that may be

included is date of birth, professional and

avocational interests, membership in organizations,

and publications. Biographical sources are usually

arranged alphabetically and may contain an index by

geography or profession. Biographical sources differ

in terms of time period covered, criteria for listing

biographee, subjects included, and amount of

information given for each biographee.

Biographical sources

Wanted 1-dates, 2-events, 3-illustrations, 4-

properties, etc., 5-organizations, 6-persons,

7-addresses, 9b-words, definitions, and

phrases, 9d-general information, 8a-citations.

Known 17-persons.

6 2
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Card catalogs, union lists. These tools are locating

devices. The card catalog is the most commonly used

catalog today. Entries for books are on separate

cards arranged in order, usually in a single alphabet.

The catalog enables the user to see what a library

holds and where to find it. A union list is a complete

record of the holdings for a group of libraries. It

may be a general list or restricted to materials in a

certain field, on a particular subject, or of a given

typeisuch as periodicals or annuals. This tool helps

to identify and locate where a title may be found.

Card catalogs and union lists

Wanted 8a-citations, 8b-document location, 8d-

verification of publications.

Known 14-events, 16-organizations, 17-persons, 18-

places, 19-terms or subjects, 20-titles.

Dictionaries. Normally this tool provides the

spelling, pronunciation, definition and syllabifi-

cation of words in a single alphabet. Some dictionaries

go beyond these functions and provide etymology, names

of major places, commonly used foreign terms, slang

words, abbreviations, synonyms and antonyms.

Specialized dictionaries are also included in this

category.

Dictionaries

Wanted 1-dates, 2-events, 3-illustrations, 4-

properties, etc., 5-organizations, 7-addresses,



29

9a-abbreviations, 9b-words, etc.

Known 12-abbreviations, 16-organizations, 17-persons,

18-places, 19-terms or subjects.

Encyclopedias. Multivolume set arranged in a single

alphabet, containing articles on many subjects. This

type is generally directed to a particular level of

sophistication. The subject encyclopedia, as the name

implies, deals with one subject specifically. Many

encyclopedias contain indexes. Articles are revised

on a rotative basis to keep the work up-to-date, and

yearbooks are published to maintain the currency of

older editions.

Encyclopedias

Wanted 1-dates, 2-events, 3-illustrations, 4-

properties, etc., 5-organizations, 6-persons,

7-addresses, 9a-abbreviations, 9b-words, etc.,

9d-general information.

Known 14-events, 16-organizations, 17-persons, 18-

places, 19-terms or subjects.

Guides to the literature. Annotated listings of basic

titles in a particular field. Guides are helpful in

the sense that a librarian does not have to remember

all titles available. They can be used as selection

tools. Guides may also include introductory analysis

on subjects, on techniques of literature searching as

well as lists of libraries, publishers and other

organizations.

6 4



30

Guides to the literature

Wanted 7-addresses, 8a-citations, 9c-abstracts, 9d-

general- information.

Known 16-organizations, 17 persons, 19-terms or

subjects, 20-titles.

Handbooks, manuals, and almanacs. Handbooks and

manuals are compact reference tools that treat

concisely the essentials of a subject. They offer

simple but comprehensive treatments on special

subjects, giving concise information. They carry

compilations of miscellaneous information such as

literary, historical and statistical data on the

subjects covered, being a source subject to constant

revision. Almanacs are publications, usually annual,

containing a variety of useful facts of a miscellaneous

nature, and statistical information. It was originally

a projection of the coming year by days, months,

holidays, etc.

Handbooks, manuals, almanacs

Wanted 1-dates, 2-events, 3-illustrations,

properties and statistics, 6-persons, 7-

addresses, 9b words, etc., 9d-general

information.

Known 13-dates, 14-events, 15-illustrations,

16-organizations, 17-persons, 18-places,

19-terms, subjects.

6 5
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Indexes, bibliographies and abstracts. An index is

a guide to items, terms words, ideas, concepts,

information or data contained in a source or group

of sources of recorded data or information. It is

alphabetically or systematically arranged, giving

enough information for each term or concept to be

traced by means of a bibliographic citation or other

symbol. As a tool for tapping the contents of almost

any work, indexes ara invaluable, as they serve to

lead the user to other sources of information besides

books, such as periodicals and newspapers. A biblio-

graphy is a publication listing materials such as

books and periodical articles on a given subject,

and arranged in some log1 or systematic order.

They provide enough infor,mation for the materials to

be traced, usually in the form of a bibliographic

citation. That is, they serve as lead-in tools to

the source or sources of a possible answer. They

are useful for verification and completion of data

regarding a publication as well as for finding out

what material exist on a given topic. Abstracts are

a form of current bibliography that give, in a brief

form, the contents df-a.document preceded by a

bibliographic-titation. Though another form of lead-

in tool it goes a step further than the index by not

6 6
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only locating the document but by briefly describing

its essential points. Thereforea, it saves time by

indicating to the user the contents of 1 document;

it serves also as a method of surveying the retro-

spective literature without having to look at the

primary materials.

Indexes, bibliographies, abstracts

ranted 4b-statistics, 8a-citations, 8d-verification

of publications, 9a-abbreviations, 9c-abstracts.

Known 13-dates, 14-events, 16-organizations,

17-persons, 18-places, 19-terms, etc.,

20-titles.

Monographs, texts. Systematic treatise on a

particular subject or classes of subjects, usually

detailed in treatMent but not extensive in scope.

It often contains extensive bibliographies. As

opposed to primary publications, monographs and texts

are frequently edited or modified results of original

research or scholarship.

Monographs, texts

Wanted 1-dates, 2-events, 3-illustratioris,

4b-statistics, 5-organizations, 6-persons,

7-addresses, 9b-words, etc., 9d-general

information.

Known 13-dates, 14-events, 16-organizations, 17-

persons, 18-places, 19-terms, etc.

6 7
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Non-biographical directories. These directories

cover organizations, agencies, firms, clubs,

societies, associations, institutions, and official

bodies, describing their structure and operations.

They may also list their members and officers, their

addresses and functions and similar data. They also

cover manufacturers or business houses in a

particular trade or profession; they are usually

arranged in alphabetical or classed order.

Non-biographical directories

Wanted 2-events, 4b-statistics, 5-organizwtions,

6-persons, 7-addresses, 9a-abbreviations,

9c-abstracts, 9d-general informaticn.

Known 16-organizations, 20-titles.

Primary publications. Published reports of research

or scholarship typically in their initial form. These

reports are most frequently the result of experiments

or surveys and may be published as articles in primary

journals, as conference proceedings, as individually

published or distributed reports, and as dissertations.

Primary publications

Wanted i-illustrations, 4b-statistics, 8d-verification

of publications, 9c-abstracts, 9d-general

information.

Known 14-events, 16-organizations, 17-persons,

20-titles.

6 8
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Yearbooks.

General yearbooks are frequently published in con-

junction with general encyclopedias and contain

information and are structured in format similar to

that found in general encyclopedias. Specialized

yearbooks contain information related to specific

subject areas. Yearbooks art used for current facts

and statistics and current events; information about

events in the past (old yearbooks); and in the study

of trends and developments.

Yearbooks

Wanted 2-events, 3-illustrations, 4-properties, etd.,

5-organizations, 7-addresses, 9b-words, etc.,

9d-general information.

Known 13-dates, 14 events, 16-organizations, 17-

persons, 18-places, 19-terms, etc.

In this chapter we have discussed the selection of types

of answer-providing tools with the aid ol a descriptor

matrix. We have also indicated that ie are, at times,

choices among types of answer-providing reference tools

to search. The basis ,for making such choices is still

largely a subiective matter.

61
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Questions for Discussion

1. Give instances in which lead-in tools are used as

answer providing tools as well as instances in which

answer-providing tools are used as lead-in tools.

2. Consider factors that have a bearing on the selection of

the search seque=e of the various types of answer-

providing tools.

3. Why would it be useful to know the optimum search

sequence of types of answer-providing reference tools?
\

A separate exercise is provided with this chapter.
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IV. Selection of specific answer providing titles

Objectives: Selection of answer providing titles with the aid of leadin
tools.

In previous stencils we have discussed the selection of the message

from the query as query words and as,known descriptors, wanted descriptors,

and modifiers. We have also discussed the selection of types of reference

tools, such as dictionaries or encyclopediaa, with tha aid of specific

combinations of known and wanted descrtptors. The next step in the

reference process is the selection of specific answer providing titles.

An experienced reference librarian is familiar with the content and Joca

tion of numerovs reference tools. Often, he will go directly to tnt

to look up the answer to a query bck.ause of his familiarity witt the

collec'ion. There are times, howeve, when even the experienced reference

librarian needs a memory aid, since it is impossible for him to remember

tnousands of titles that might coLstaia an answer to a query. At such

times leadin tools identify specific answer providIng titles.

To set the stage for this model, let us begin with a simple example.

You are asked a query that can ba answered with a general encyclopedia.

You are familiar with both a specific general encyclopedia title and its

location and can therefore go direcA.y to the shelves to answer the query.

In this example you translate thc type of tool needed into a specific title

of the tool and you did th:ls without memory aid. Let us now make the

example a lit more difficult and illustrate e case for which a memory aid

is required. The query is for the name of a manufacturer of egg container..

in Liberla. You know that this qvery will be answered in a particu.ar type

of tool, a directory, but unlese you Ilave an unusual memory or 11,..we answered

a similar query recently, you w,:,n't know what specific title will answer
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this query. This fs where the lead-in tc,ols come in.

Lead-in tooi,, JS C-eir name indicates, are used primarily to identify

specific title...4 tit contaiu answers to queries, rather than answer the

queries themselves. Leal-!...c can be viewed as the bridge between the

type of tool and the specifi: ,:lroer providing tool, What options do we

have in selecting lead-in tools? Basically, there are four ontions that

can be used singly or iv combination.

1. The card catalog

2. Browsing or going to a section of the shelves where answer

providing tools are located. (This is not strictly a tool

but a procedure.)

3. Guides to the literature

4. Bibliographies of (single) types of tools

Let's talk a little about these four options or possibilities. Option

one, the card catalog, is fairly straight forward (at least in its description).

You look under the appropriate subject heading, select answer providing

titles, copy the call numbers, and go to the shelves for the selected titles.

Option number two, browsing in the shelves, is a matter of looking over the

reference books or a portiOn thereof. The arrangement of a particular

collection may or may not make this an easy task. Option three, the use of

guides to the literature, may also require the identification of the specific

lead-in titles through the card catalog unless your guides are in a special

area of the:reference collection, or unless you have memorized names and loca-

tions of specific gui, es to the literature. Option number four, checking

in bibliographies of types of tools such as directories or dictionaries,

also may require as first step the identification and location of specific

7 2
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titles through the card catalog. Here is an example of the use of lead-in

tools for a specific query.

Query: What does Wasserstoff mean? Believed to be a Geman word in the

field of chemistry.

Known descriptor: Term or subject

Wanted descriptor: Textual information - definition

Modifiers: German language, chemistry

Type of tool: dictionary, encyclopedia

Lead-in options:

1. Card catalog subject heading: Reference books - Bibliography;

Science - Dictionaries - German

2. Browsing in stacks around olaas number Q123. (The class number

was located under subject h@ading).

3. Guide to the literature: Winchell, Constance M. Guide to

Reference )ookn. Chicago: ALA, 1967. 8th ed., p. 557.

4. Bibliography of type of tool: UNESCO. Bibliography of Inter-

lingual Sci,mtific and Technieal Dictionaries. 5th ed. UNESCO,

1969, p. 66-72.

Access point used: 54 (The Dewey number for chemistry)

Which lead-in tool or combination of lead-in tools should we use to

identify and locate a specific answ.zr providing title? In theory, we should

use the path that gets us to the answer providinp tool the quickest, Refer-
_

ence librarians probably know what the "least search path"_is but they have

not told us formally. No researcher has madeaCtudy of this and reference

librarians have not written aout it. The literature is silent on the sub-

ject. The factors that make %:xle approach better than the other are probably

the key to which path to pursue for the identification and location of

specific answer providing titles. Listed belw are some of these factors
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labeled as advantages and diLadvantages for each of the four methods.

Factors to consfder in the selection of type of lead-in tool

Type of lead-in tool Advantages

1. Card tatalog iie step for call number
identification

Documents in catalog are
typically in library

2. Browsing in reference One step search
shelves

Choice based on external
appearance of tool itself

Tool available for:iimme-
diate inspection

3. Guide to the litera- Titles frequently evaluated
ture

Titles frequently anno-
tated

4. Bibliography of type Typically most complete
of tool list of specific titles

Title frequently anno-
tated

Disadvantages

Titles not evaluated

Titles not annotated

Titles may n,: be
restricted to one's
own colleccion

Subject heading may
be difficult to locate

Not all reference
materials shelved
together

Two step search

Title may not be in
collection

Two step search

Title may not be in
collection

Bibliography may not
be ,etent

Let us assume that you have used a lead-in tool or a combination of

such tools to select answer providing titles. Let us further assume that

there is a choice among many titles, in fact there are more titles than

you have time to consult. What should be the basis for making such a

choice? In general, select titles that match the subject of the query

the closest. For example, to translate a German term in the field of

chemisty use a German chemistry dictionary rather than a German science

or a German general dictionary. Other criteria include amount of informa-

7 4
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tion on subject, ease of access to information, and recency of title.

Questions for discussion:

1. Under what circumstances would you go first to the card catalog for
the selection of an answer providing title?

2. Under what circumstances would you not use the card catalog for locating
answer providing titles?

3. Under what circumstances would you recommend adding of call numbers
to titles in a guide to the literature or a bibliography?

4. If you were asked to conduct a study aimed at determining the least
search path for identifying answer providing tools, how would you
go about this?

Exercise:

For each of the queries given to you, select an answer providing

title. Indicate for class discussion which type of leadin tool you used
and what specific access point you used for selecting your answer providing
title. You need not answer the queries in this exercise.
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V. Selection of search headings

Objective: Translation of message words into search headings.

We are now ready to search the specific answer providing tools that

were identified from memory or with the aid of lead-in tools in the last

stencil. In an earlier stencil, the message selection stencil, we charac-

terized the message words in the query both generically and specifically.

'Ale characterized these words generically as known descriptors, wanted

descriptors, and modifiers. Each known and wanted descriptor and modifier

has a corresponding and more specific term - the word or words used in the

query statement itself. In this stencil we are concerned with the known

descriptor and its corresponding more specific term, the known term

in the query statement.

The known descriptor identifies not only what is known in the query

but also the type of access point to search in a reference tool for answering

that query. The specific term correspcnding to the known descriptor in a

query identifies the search heading or precursor of the selsrch heading to

use in the answer providing tool. An example will illustrate this point.

In the query, "Give me biographic information on John E. Swoboda.", the

known descriptor "Persons" and the more specific term for the known

descriptor is "John E. Swoboda". The type of access point to use ir

"Persons" (th.: personal author index). The search heading for this query

is "Swoboda, John E.". If there is no information under "Swoboda, John E."

and there is information under another term, then the query term becomes

the search heading precursor since we have to translate it into the search

headings used in a specific tool. The translation of the search heading

7 6



42

precursor into the search heading is the topic of this stencil. This

task may be necessary for both author and subject searches, when the words

in the query do not match the subject headings in the answer providing

tool.

A general warning about selection of specific search headings, the

query may contain errors in spelling and/or errors in fact. If all the

queries coming to the reference librarian were answerable by using query

words as search headings in such easy-to-use tools as Who's Who in America

he would not earn his keep. The fact is that reference-librarians receive

many problem queries that require considerable unscrambling. Sb here is-

some advice. If a personal name can't be found in an index, look for alter-

nate spelling of the name. Blazek might be spelled Blasek by the patron.

Walter Paul may turn out to be Paul Walter. Also be somewhat distrustful

of dates, specifically in citations. A citation published in 1955 might

in actuality have been published around 1955, like 1930.

Now let us turn to the use of subjects as search headings (subject

headings) to answer providing tools. Subject headings as search headings

to ,,lswer providing tools (as well as lead-in tools,,for that matter) present

ems because the word or words that you want to search a given subject

oay not be the word or words that the cataloger or indexer chose to characterize

the subject. Putting it differently, the vocabulary of the searcher is

not always in coincidence with the vocabulary of the cataloger or indexer.

Why is this so and what can we do about it? The why has already been alluded

to. Natural language can be used to express the same thing in different ways.

This is what poets thrive on but it is rough on reference librarians attempting

to find the proper handle or search heading for a query. Also, the topic

7 7
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that you are seeking may be treated and/or indexed differently in different

tools. This could be caused by the different amount of material about a

topic in a given tool or by difference in indexing philosophy. At any rate,

these are some of the causes of the problem. The solution to the problem

of lack of coincidence between.the vocabulary of the query and the vocabulary

of the answer providing tool is to collect words and phrases that are likely

to be search headings in the answer providing tools. These might be syno-

nyms, more specific terms, more generIc terms, or otherwise related terms.

Examples of synonyms are teachers, instructors, professors, tutors. Strictly

speaking, these are near synonyms since there is a difference in meaning. ....

among these terms but one typically not large enough to make a difference.

There are, of course, exceptions - hence the qualifier "typically". Specific-

generic relationship can be illustrated with the three level hierarchy:

"documents", "books", and "texts".

In selecting a search heading to a lead-in tool or an answer providing

tool, search the words used in the query first. This is the simplest way and

if the answer is obtained in this way, fine. If the answer cannot be obtained

in this way, select as potential search headings, synonyms, more ific

terms, more generic terms, aud terms otherwise related. The selectioh may be

based on your memory or upon memory aids. A memory aid that you have probably

already used is the subject authority list to the card catalog. This litt

gives you both synonymously, more specifically related terms, as well as

otherwise related terms. Another memory aid is a thesaurus to an indexing

service, such as the New York Times Index. Here again synonyms, more specific

more generic, and otherwise related terms are listed, typically in both an

alphabetical and a hierarchical arrangement. In using subject authority

7 8
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lists or thesauri, select as many terms related to your query as apply.

These terms are the potential sea-r-' ldings for your query.

Questions for discussion:

1. Can a subject authority list or thesaurus for one tOol be used for
searching another tool?

2. At what point should one stop the collectionland searching of additional
search headings?

3. Can the collection o4 _h headings be delegated to clerks?

Exercise:
.............. ...... ....

Bring answers to search heading selection exercise (to be distributed
separately) for class discussion.

... ...... ......

7 9
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VI. Answer selection

Objective: Selection of correct and complete answer to a query.

In the last stencil we talked abou the selection of the specific

access point that will lead you to the page(s) with the answer in the

answer providing tool. In this stencil we will discuss the selection of

the complete and correct answer from the page(s) containing the answer.

As in the other steps of the reference process, this may or may not be a

difficult step. We will deal with the difficult cases, since you need no

help on the others. First a few words about bibliographic citations. You

need to record citations when they are the answer to a query as, for

example, in queries for a few articles on a subject. You should also

record the citations of the answer providing tools. In the example of the

query for a few articles on a subject, this may be the Readers' Guide to

Periodical Literature or another index to periodicals. In the case of a

query for factual information, this would be the handbook or other reference

tool from which the answer is selected. The record of the citation should

be complete and unambiguous so that you or anybody else can get to the

answer in the reference tool without difficulty. Completeness of biblio

graphic citation for a book typically consists of the author(s), the title,

the place of publication, the publisher, the year of publication, the edition,

the volume (in case of a multivolume set) and the specific page or pages on

which the answer is contained. For journal articles, the complete citation

consists of the author(s) of the article, the title of the article, the

name of the journal, the volume, date of publication, and complete pagination.

Complete and unambiguous citations may also 1.2quire the series number for a

journal, the issue number for a journal when each issue is paginated separately
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(otherwise there may be twelve pages numbered 21 in one year), and a

section number in a book if the book is paginated by sections rather than

continuously. Elements of biliographic citation for other types of publi-

cations will typically be similar to that for books or journal articles.

Now some points about completeness and correctness of answers other

than citations. Queries for which the answer is a number or a series of

numbers typically require .the qualification of that number. For example,

if you are asked to get the temperature of Tallahassee in the winter,

"20" is an insufficient answer for several reasons. You need to indicate

the unit of measurement, whether it is degree Celsius ( 0C) or Fahrenheit(°F).

You have to say whether it is the high, low or average temperature, and you

al.,o should give the complete bibliographic citation to the page that con-

answer.tains the A complete answer may also mean giving more information

than was requested. For example, if the name of a manufacturer of flower

pots in Miami, Florida is requested and there are three such manufacturers

in that town, supply all three rather than one picked at random as the answer.

What if there were 50 flower pot manufacturers in Miami, Florida? This is

a query that would probably, require negotiation so that an acceptable answer

can be provided. Negotiation will be dealt with next. In requests for

names of individuals or organizations, more than just thr name is often pro-

vided as the answer even though only the name is requested. Experience has

shown that patrons frequently want the addresses and the phone numbers even

though they ask for names only in the original request. More often than not,

it is more efficient in the long run to collect the complete information the

first time you see it even though it was not so requested in the original

query.

8 1.
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Questions for discussion:

1. What are arguments pro and con for letting the patron celect the answer
from the answer providing tool?

2. Are there occasions when you might not need to record the citation to
the answer providing tool?

3. What are the elements of a complete bibliographic citation for a
dissertation?

Exercise:

Bring answer to the answer selection exercise (to be distributed
separately) for class discussion.

............................ ......

8 2
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VII. Query Negotation

The objectives of reference service are to answer the

real query and to do so accuretely, quickly, and efficiently.

In this chapter we will deal with the identification of the

real query. This is a key step in the reference process.

To put it simply, unless we recognize and answer the patron's

real query, we are not doing our job. For example, an

initial query might.be:.

I need to find out abot Austria.

The real query, and the oii i.. thac needs to be identified and

then answered might be:

In what year did Hitler's armies invade Austria?

The identification of the real query is probably the pivotal

step in the reference process and one in which our pro-

fessional training is put to test. We might even suggest

that once the real query has been identified, the subsequent

steps in the reference process can, in many cases, be

delegated to sub-professional or clerical-personnel.

Why and under what circumstances are we likely to get

other than the real queries? Both theoreticians and

practicing reference librarians have written about this

problem. Taylor suggests that a patron with an information

need goes through four separate and more or less distinct

stages or phases in refining and changing his information

need. First there is an actual but unexpressed need for

information.. It'is a vague feeling of uneasiness that one

8 3
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should know something that one does not know. Taylor calls

this the viscera1 nead. This is followed by a conscious

description of the information need. Next, this information

need is tzanslated into a xnal statement, still for

oneself. Finally, iformation need becomes the query

pcsed to the refer(_, .ibrarian, if that route is followed.

Taylor calls this the compromised need since it may be

by what the patron thinks the librarian can do for

hlm.
1

We should point out that the patron may not wait

until the fourth stage to come to the reference desk but

may do so at an earlier stage. Mount, a science reference

librarian, gives some of the poasons why the real query may

not be stated to the reference librarian. It may be because

the patron does not want to reveal the real query, because

he lacks knowledge of the depth and quality of the library

collection, because the patron lacks confidence in the

reference librarian's ability or because the person is ill

at ease in posing the'query or in answering questions about

the query.2 There is another problem also stated kr7 Taylor,

It is very difficult to put into words what you do not

know.
3

1R. S. Taylor. The process of askinc questions. Am.
Doc.13:391-96 (1962).

2E. Mount. Communication barriers and the reference
question. Spec. Lib. 57:575-78 (1966).

.

3R. S. Taylor. Question-negotiation and information
seeking in libraries. Coll. Res. Lib. 29d78-94 (1968)

8 4
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But getting =.1 query that is not the real query is only

onc: reason for qucry negotiation. There are other pitfalls

that await the unwary reference librarian. He may receive

queries that are unclear or ambiguous. He may also get

queries that are stated incompletely and/or are unanswerable.

These are types of queries that need to be negotiated before

they can or should be an wered. We might look at the

different types of reference queries as a spectrum going

from queries presented as complete, clear and unambiguous

statements to the opposite at the other end of the spectrum.

At one end of the spectrum, the query may be stated so

completely that the answer is actually given. If a patron

describes exactly what he wants he may actually descrioe

the answer to his query. At the other end of the spectrum

we have queries that cannot or should not be answered as

asked. In this chapi-er we will deal with the difficult

part of the reference query spectvum.

Let us now turn to the types of.queries that require

negotiation before the librarian begins a search. Other

types of negotiation--during the post-search negotiation--

will be discussed later in this chapter.

Table 1 lists clues for the identification of aueries

that are to be negotiated. These clues are phrased as

questions that you should ask yourself about the query

statement. If the answer to a question is "no" this is an

indication that the query rieeds to be negotiated for the
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missing, ambiguous, or incomplete element identified by

the question or because it is either not answerable in the

library or because there is insufficient time to answer the

query as stated. Each of these clues for identifying

queries to be negotiated will now be discussed. After you

finish this chapter you will be given an exercise in the

identification of queries to be negotiated.

A. CLUES FOR THE IDENTIFICATION OF QUERIES TO EYE

NEGOTIATED

Table5

Checklist for Identif4.cation
Negotiable Quer!es

1. Is this the real query?

2. Is the subject of the query recognized?

3. Is the query statement unambiguons and coinplete?

4. Is the amount of information wanted specified?

5. Is the desired level of answer specified?

6. Is the query answerable in tirr. avai1e o
librarian?

7. Is the query answerable in thE: literature?

8. If there are potential constrLin;:s of languac.e,

time period, geography, or type of publication,

are these constraints given?

A. The real query mav not :e asked

You can never b. ,ure whether or not the real query is
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being asker' but when a patron asks you where copies of the

Reader's Guide are located, he may well want help in finding

sometning that he thinks is in this reference tor.L. The

query for the location of a specific title may thus be an

indication that the real query has not been asked. You

might handle this type of a query by pointing out the

location of the requested reference tool and then asking

whether the patron needs help in locating information in.the

tool. If the patron asks for help at this point, the real

query can be discerned through negotiation. If he does not

want help then the real query was strictly a location query.

Another indication that the query asked is not the

real onr:: is the very broadly (generically) phrased query.

If someone ask3 for books on animals, that is a clue that he

may not be telling you what he actually needs from the library.

In this instance, you might want to point out that the

library has more material the subject,than he is likely

to be interested in and that you would be more helpful to

.him if he asked his query more specifically. It has been

suggested by King that at this point the reference librarian

engage the patron in a conversation (related to his

information need) to find out more about what the patron

actually wants. 4

4G. B. King. The reference interview. RQ 12(2):157-60
(Winter, 1972).
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2. Librarian is unfamiliar with subject of query.

You don't have to be familiar with nuclear physics to

answer all queries about nuclear physics. You can answer

queries about individuals, organizations, or bibliographic

citations in the field of nuclear physics without knowing

anything abc.lt this subject. But there are queries for

which you have to know something about the subject field

before answering them. Ask your patron for this infor-

mation in the negotiation stage. If you are dealing with

a surrogate patron, e.g., a secretary asking a query for

her boss, look up the words in a dictionary or encyclopedia.

You will have to determine for yourself whether you need to

familiarize yourself with the subject of a query before

answering it.

3. Ambiguity or incompleteness of query statement.

There may be words in the query statement that have

several meanings. Does the patron mean by "library'

organized collection of books and other documents cr

he mean a list of available computer programs? I. a ter.r,

in a given query !statement has several possible meanings,

it nee.is to be disambiguated. Sometimes combinations of

terms.are stated ambiguously. Does "chemical reactions

of acids and bases" mean reactions with eacl, other or does

it mean reactions of acids and reactions of bar;es? This

type of ambiguity also has to be clarified by asking the

patron to define words or phrases in the query statement.
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Negotiation might be required because what is wanted

about a subject is not clear.. A query in which the wanted

descriptor is either missing or stated to generally falls

in this category. For example, a query stated as "I want to

'know about electron microscopes" would have to be

negotiated for a specific wanted descriptor. Do you want

to know how they work? What they look like? Who uses them?

At the initial stage of negotiation, this might best be

phrased in an open-ended fashion. What do you want t- know

about this subject?

4. Amount of information needed is not specified.

Queries for other than factual information and

verification of bibliographic citations may have answers

of varying sizes, For example, a query for background

information might be answered with one document or with a

large number of documents. A request for a bibliography

on a subject may also haVe a wide range of number of

citaticns as answers. When the approximate number of

desirc: documents or citations is not specified by the

patron, Lhis should be asked in the negotiation step.

5. Levcl of answer is not specified.

Queries for other than factual information and

verification of bibliographic citations may have L .fferent

and potentially acceptable answers for patrons with

different levels of training and/or interests. Requests

for background information are particularly dependent on

level of t:aining. Find out whether the answer is for a

8 9
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specialist in the field, a specialist in another field,

a layman with a good liberal education, or a layman with

relatively little formal education. Be sure to be tactful

in inquiring about the patron's background on a particular

subject. This may be a sensitive print.

6. The query takes more time than you can spend on it.

Let's say that your patron wants the names of current

state librarians that are women, have one child, and have

obtained their initial library school degrees south of

the Mason-Dixon line. This is an answerable query but one

that is difficulL and time consuming to search. Chances

are that you canhot afford to spend the time required for

answering this query. You hay- to negotiate it to an

alternate and answerable-within-alloted-time query. Perhaps

you can provide part ef the answer, e.g., a list of state

librarians, with the patron completing the rea- 3t himself.

7. Answer to query is not recorded in the literature.

There are at least two types of queries that fall into

this category: queries for confidential information and

queries about future events. Trade secrets, e.g., the

formula for making Coca Cola, and requests for security

classified government information, are examples of queries

for confidential information. When this fact is recognized,

the query should be ne7otiate into answerable form by,

say, asking wnetnr non-confidential information about the

subject might be an acceptab.!e alternate answer. Examples

9 0
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of queries about future events that require negotiation are

queries for future petroleum production or consumption

figures and the name of the senator from Wisconsin ten

years from today. The correct answer to these queries

is that we do not know. To provide full information service

a librarian should attempt to negotiate these queries so

that acceptable answers to alternate queries can be obtained.

Queries about future events might be converted from factual

answers to speculative answers (estimates and predictions).

8. Language, time period, geography, or type of publication

constraints need to be added to query statement.

The subject of the query may be stated accurately and

completely but the number of potentially relevant answers

(documents or citations) may be too la:-:ge for the patron

to read or the reference librarian to collect. When this

is the case, ask the patron whether the query can be

narrowed by adding language, time period, geography, or type

of publication constraints. Tnis type of negotiation is

typically used for requosts for background information or

bibliographies. For example, requests for citations by a

prolific author might be made more manageable in this way.

Subject requests on topics for which there are too many

references might also be negotiated by language, e.g.,

English only, time period, e.g., during the last five years

only, geography, only in the U. S., or type of publication,

e.g., journal articles only. This will help both in
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satisfying the patron (too much informati.on may be equally

unacceptable as not enough information) and may make the

request for information answerable in the time available.

B. DURING AND POST-SEARCH NEGOTIATION

All of the negotiations listed previously should be

conducted before the start of the search. .It

time in the long run if the right query is iden. at -the

beginning. Despite query negotiation before starting the

search, the search may result in an unacceptable answer or

in no e:nswer. Also, there may be instances when either too

many cr not enough answers are found during the course of

the Search. This points to the fact that negotiation may

be necessary during the course of the search or when the

search has been completed.

Three cases which may require during and post-search

negotiation occur when the query is not searchable at its

yiven specificity, when the answer is not recorded in the

literatu:e, and T.:hen the quer statement contains

inaccuracies. It should be pointed out that while these

types of negotiation commonly occur during a search or after

its completion, they may also be necessary in the pre-

search qtages of some queries.

C. NEGOTIATION TECHNIQUES

The questions listed in Table 1--Checklist for

Identiication of Negotiable Queries, are questions which

you should ask yourself about the patron's query statement.
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If the answer to a numbered question is "no," it is a clue

that you have identified missing or ambiguous information

which needs to be obtained or disambiguated.

Obtaining needed information about the query is what query

negotiation is all about.

The numbered questions aid in identifyin4rqueries

which require negotiation, but in working with individual

patrons you will need to rephrase the question to meet each

particular situation. Remember that people vary in

sensitivity to being questioned. Try to be interested,

helpful without being nosy. In other words, be tactful.

This is easier said than done. By developing these skills

in a practice situation, you will be better prepared on the

lob.

While each patron must be treated individually, the

following general techniques have been identified which

can help you make the patron feel at ease and aid you in

fully negotiating the query. These points are summarized

in Table 2--Checklist for Evaluating Negotiation.

Open and Closed Questions

King has suggested that in the initial stages of

negotiation the reference librarian use open questions to

encourage the patron to discuss his information needs. An

open question cannot.be answered with simply a "yes" or "no."

Irstead, the response is left up to the patron. Open

qestions typically begin with such words as what, when,

how, who or where.
9 3
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Example:

Query: "I would like some infor-
mation on hair dryers."

Negotiation Question: "What would you like to
know about hair dryers?"

This *pen-ended question will not lead the patron, but will

allow him to further elaborate on his needs. A closed

negotiation question such as "Do you want books or journal

articles?" ',ends to prematurely restrict the patron's

explanation of his request. The result may be that the

librarian answers a query other than the real one.

In the final stages of negotiation, when you have

learned as much as necessar about the patron's information

need through asking open-ended questions, you can employ

closed questions to attempt to coordinate the request with

your.library's organization of information. Closed questions

will aid in determining such elements as the amount of

information needed or the form in which the patron wants

it. Closed quetions are questions which may be answered with

"yes" or "no," or which offer a choice 'between possibilities.

Examples:

"Would you prefer a biography?" (Yes or No);

"Would you like to see an annotation or the

article itself?" (Choice between possibilities),

Listening and Summarizing

In negotiation, the librarian should encourage the

patron to do most of the talking and to set the direction
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of the preliminary discussion. Penland suggests tnat the

librarian listen as long as possible without interrupting

the patron, and try not to rush the pace of the interview.5

Genuine listening involves not only concentrating on what

is being said, but also being alert to the tone of

conversation, expressions, gestures. It can also be helpful

to restate what the patron tells you. Peck suggests

summarizing or paraphrasing the patron's query as a way to

insure mutual understanding and to help a librarian focus

upon the exact query. 6

Nonverbal Communication

In addition to being alert to the nonverbal clues

projected by the patron, you should insure that the non-

verbal clues you project are positive ones. You should

attempt to communicate friendliness, alertness, and interest

to the patron nonverbally as well as verbally. Establishing

eye contact helps to signal to the patron that you are

listening to him. Nodding your head to indicate you under-

stand what he is saying can encourage him to talk and help

him to feel at ease. Your hands can also show your

attention. If you stop typing but do not take -,our hands off

the typewriter keys, or if you continue to shuffle through

5
P. R. Penland. The interview as communication.

Library Occurrent 24 (May, 1974), 422-24.

6T. P. Pack. Counseling skills applied to reference
services. RQ 14 (Spring, 1975), 233-35.

9 5
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the c atalog cards yOU were working with when approached,

the Patron feels he does not have your complete attention

or thAt he is keeping you from more "important" tasks.

EaTajes of Ne9.2ation Questions

Each librarian develops an individual approach to

qupst ioning the patron in negotiation, and no one way of

Phrasing can be pinpointed as best for use by all librarians

The following examples illustrates possible ways of

-u'-25rd-oing a Patron to clarify a query which has -neen

entified as negotiable through use of Table 1.

I's this the real query?

"Here is t1 ,2 publication that you requested. May I

help you to locate any particula.,: information in it?"

Xs the subj.fct of the query recognized?

l'I.am.mot.taMiliar with the subject of your query.

Can you help me by telling me a bit about it?"

"There is 4 word in your query that may have more than

one meaning. Could you tell me which meaning you have

in mind?"

Aount of information specified?

About how many publications would you like on this

sUbject?"

Level of answer specified?

"We have Publications on this subject written for

.ifferent audiences. Would you like something written

9 6
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for a subject specialist, a layman, or perhaps someone

with a special need?"

Query answerable in time available?

"I am afraid that I cannot spend as much time on your

query as would be required. We can do one or two

things. I can answer your query in part for you and

suggest how you might complete the job. Or, we can

modify your query so that it can be answered in the

time available."

Questions for discussion

1. What are clues that you are not getting the real query

and what questions would you ask to get at the real

query?

. What types of queries cannot be answered in the

literature?

3. Are there queries that might be answered .in the

literature but that are better answered in some other

way?

4. What types of queries are likely to require more time

to answer than reference librarians have available?

How would you negotiate such queries?

5. How would you negotiate a query on a subject unfamiliar

to you?

6. What would you do if a patron refuses to negotiate

a query?

9 7
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There are two exercises with this chapter. The first

exercise.lists queries that are to be negotiated as well as

queries that can be answered without negotiation. Students

are asked to identify queries to be negotiated and indicate

reasOns for negotiation. The second exrcise is intended

to give students practice in query negotiation.

i/
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TABLE 6

CHECKLIST FOR EVALUATING NEGOTIATION

Goocgotjation

Librarian uses open questions in

the initial stages of negotiation.

Encourages patron to discus's his

information needs.

Summarizes or paraphrases the

patron'sluery to insure mutual

understanding.

Makes eye contact with patron.

Gives patron full attention.

Remains objective about the content

of the query.

Attempts to make patron feel at

ease.

Follows the patron's train o

thought.

Shows empathy for the patron.

Is aware of nonverbal clues.

64

Poor Negotiation

Librarian interrupts patron as he

.attempts to discuss his information

needs.

Uses 4osed questions too early

in.the interview.

Doesn't give patron full attention.

Reacts subjectively to the content of

the query.

Is too quick to state that the query

cannot be answered.

Provides an answer to the query

prematurely without thorough

consideration.

Places patron on the defensive.

Exhibits uneasiness in working with

patrons.



Appendix B

EXERCISES TO BE USED WITH

THE REFERENCE PROCESS

Florida State University
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CHECKLIST OF WANTEDS, KNOWNS AND MODIFIERS

WANTEDS (TYPES OF EXPECTED ANSWERS)

1 Dates (specific dates)

2 Events (involving people)

3. Illustrations

4. Numeric information

a, properties (scientifically measured)

b. statistics (involves counting) and other

5. Organizations

6. Persons

7. Addresses and general locations

8. Publications

a. citations (including bibliographies)

b. document locations

d. verification or completion of bibliographic

data

9. Terms or subjects

a; abbreviations

b. words, phrases, definitions

c. abstracts, annotations, recommendation

of publications

d. general or background inforwation

10. Unspecified or other (list particular wanted)

103

KNOWS (TYPES OF ACCESS POINTS)

12. Abbreviations

13. Dates (specific dates)

14. Events (involving people)

15. Illustrations

16. Organizations (specifically named; includes

corporate authors)

17. Persons (specifically named; includes authors)

18. Places

19. Terms or subjects (other than specific types

already listed)

20, Titles of publications (specifically names)

21. Unspecified or other (list particular known)

TYPES OF MODIFIERS

22, Academic discipline

21. Amount of expected information

24. Foreign language

25. Level of information

26. Place

27. Time period

28. Type of publication

FOR EACH APPLICABLE TYPE OF MODIFIER SELECT ONE OF THE

FOLLOWING QUALIFIERS:

a. Applicable and stated in query (list the

particular modWer)

b. Applicable but not stated in query (reason for

negotiation)
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TABLE 3

TYPES OF ANSWER-PROVIDING TOOLS

A Atlases, Maps

Biographical sources

Card catalogs, union lists

Dictionaries

Encyclopedias

Guides to the literature

Handbooks, manuals, and almanacs

Indexes, bibliographies, and abstracts

Monographs, texts

Non-biographical directories

Primary publications. This includes dissertations,

reports, primary journals.and confe'rence

proceedings.

Yearbooks
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Exercises for modules II and III.

Message selection and selection of types of answer providing tools.

For the attached 40 queries perform the following 4 exercises:

Exercise #1, Selection of what is wanted and what is known (given) in query statement;

Exercise #2, Selection of wanted descriptor and known descriptor for each query statement using the list

of wanted and known descriptors given in text.

Exercise 43, Selection of modifiers for each of the 40 queries using the list of modifiers given in text.

Exercise #4. Selection of answer providing tools for each of the 40 queries using the matrix in text.

Worked out examples.for exercises:

Exercise #1, Example:

What is known What is wanted

A. Who invented the steam engine? steam engine who invented

(inventor)

Exercise #2. Example:

What is known What is wahted

Yam..

B. When was the American

Library Association Founded? Amet:LikarLAgos. When founded 16 1

Exercise #3, Example:

C. What is the full name of the ,

KGB? It operates in the

U.S.S.R.

Exercise #4, Example:

What is known What is wanted

What is known

'Tull int., 12

What is wanted K W M Types of tools

D. What country'produced the

largest amount of nickel

in 1972? It is a South

American country. largest amt. of What country 19 j. 26 27 F.'"

nickel

108
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List of 40 query statements and Answer gteet for Modules II and III exercises

Query Statements

1. What is the address of

the American Chemical

Society?

Answers

What is known What is wanted

2. I need the author of

a recent article called

"Peat Moss, a Natural

Absorbent for Oil Spills,"

3 What would be a good index

to check in marine biology?

4. Where can I find a simple

explanation on the use of

a slide rule?

5. When was television

invented?

6. Do you have any recent

journal articles on

solar energy for a paper

that I have to write in a

high school class?

7. Where can I find a picture

of Joseph Sabine, the

discoverer of the polio

vaccine?

8. What is the circulation

d'the journal, Scientific

American?

9 Who is the current president

of the American Psycho-

logical Association?

elaxIlad

Types of answer-

providing tools

11101 11==111. 11007.110.......01....1111,



10. Where are the headquarters

of the American Psycho-

logical Association?

11. Do you have any maps of

New York City dating

about 1880?

12. What is a coluga, believed

to be a mammal?

13 I need some citations to

write a short paper on

Otto Hahn, a recent

German physicist.

14. What was the cost per

ounce of gold in London

in 1972?

15. What is the area of

Lake Minnesota in Wisconsin?

16. I would like to know

the boiling point of ethyl

alcohol.

17. What is the common name

for naja naja? It is a

snake.

18; How many hand guns were

manufactured in the U.S.

in 1973?

19. What is a good text on the

study of molds and mush-

rooms? I am a housewife

without a science.back-

ground.

112
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20. How many tons of bituminous

coal were mined in Kentucky

in 1971?

21. Where can I find a bio-

graphic sketch on Isaac

Azimov, a popular American

science writer? He's still

living.

:22 What does MANIAC stand for?

.23. What is the acronym for

Gross National Product?

111

24. Supply a picture of the Empire

State Building.

25. What holiday is celebrated

in France on July 14?

26. I would like a map of

Austria published in 1919.

27 Where can I find symbols used

in astronomy?

28. What is the price of the

paperback edition of

Fear of Flyieg?

29. What organizations did Robert

Lunz belong to? He was a

marine biologist from South

Carolina and he died about

five years ago.

30. Where can I get a copy of the

August, 1958 issue of the

Torrey Botanical Review?



31. Where can I find a summary of

the book North With the Spring?

32. What is the Paris home address

of Christian Dior?

33. Who won the Nobel Prize in

Psychology in 1974?

34. Where tan I find a select

bib4ography on the

writings of Jack London?

This.is..to be used .for .an

undergraduate term paper...

35. How much should a six mouth

old Holstein cow weigh?

36. When was Jean Renior, the

French painter, born?

37. What is another name for

the circle of confusion?

It deals with mathematics.

38. How many four-year colleges

are there in Maryland?

39. I need to,find a specific

article on patina formation

of copper alloys. I think

it came out in 1973.

40. In what city is the Folger

Library?
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IV SELECTION OF SPECIFIC ANSWER PROVIDING TITLES

EXERCISE #1

Reason for assignment: In any given query you should be able to describe the

tool which will answer that query (i.e. assign a type of tool to that query).

The next step is to select a particular title. This can be done by browsing in

the collection and by the use of lead-in tools: the card catalog, guides to the

literature, and bibliographies of types of tools. This.exercise is designed

to give you practice in using lead-in tools.

Instructions: For each of the queries furnished you will be given a description

of the type of answer providing tool needed. You will need to determine which lead'

tool (listed below) you will use to find the answer providing title. You will then

need to go to that lead-in tool, decide on the subject heading, find an answer

providing title, and note the page of the lead-in tool on which it appears. For

the tools used, furnish just the author and title. (Do not attempt to answer the

queries since some of them are unanswerable.)

Example

Query: What is the scientific name of the Swan River daisy of Australia?
Type of tool: Dictionary. Subject: Botany. Place: Australia.

Lead-in tool: Walford, A.J. Guide to Reference Materials.
Subject heading: Botany.
Ammer providing tool: Burbidge, F. Dictionary of Australian Plant Names,

Page: 215

LEAD-IN TOOLS

1. Card catal("g (the main catalog on the first floor of Strozier Library).

2. Klein, Berna. Guide to American Scientific and Technical Directories. Rye, N.
B. Klein, 1972. (Sci Z7914 M3 K53). At Sci/Tech reference desk.

3. McGrasp,Hill Basic Bibliography of Science and Tehhnology.. N.Y.: McGraw-Hill,
1966. (MC R 016.5 M).

4. Slocum, Robert B. Biographical Dictionaries and Related Works. 1st supp.

Detroit: Gale, 1972. (MC R 016.92 S6345 Supp, 1972).

5. Standard Periodical Directory. N.Y.: Oxbridge, 1970. 3d ed. (MC R 016.05 S ).



IV SELEC'AON OF SPECIFIC ANSWER PROVIDING TITLES

6. UNESCO. Bibliography of Interlingual Scientific and Technical Dictionaries.

Paris: UNESCO, 1953. (Sci Z7405 D5 D45).

Walford, A.J. Guide to Reference Materials. 3rd ed. vol. 1, Science and

Technology. London: Library Association, 1973. (MC R 016 W174g 1973).

8. Wasserman, Paul. Statistics Sources. 4th ed. Detroit: Gale, 1974.

(MC R 016.31 S797 1974).

9. Winchell, Constance M. Guide to Reference Books. 8th ed. Chicago: ALA, 1967.

(MC reserve). Disregard supplements,
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IV SELECTION OF SPECIFIC ANSWER PROVIDING TITLES.

QUERIES

1. Where can I find some abstracts of articles on using plants of the
Aristolochia family in gardening?
Type of tool: Abstract; Subject: gardening.

2. What was the butter production in Sweden 'in 1970?
Type of tool: Handbook; Place: Sweden; Subject: agriculture.

3. Where can I find a lengthy review of the potential barrier?
Type of tool: probably text or monograph; Subject: nuclear physics;
Amount of information: lengthy.

. Where can I find a current list of the accredited colleges of pharmacy
in the U.S. (i.e. those accredited by the American Council on Pharmaceutical
Education)?
Type of tool: Directory; Place: U.S.; Time: Current; Subject: pharmaceutical
education.

5. Does Strozier Library have a book showing tables used in chramatographic
analysis?
Type of tool: Handbook; Subject: chromatographic analysis.

6. What does this Latvian term mean? It deals with birds and I could not find
it in a general Latvian-English dictionary.
Type of tool: Dictionary.; Subject: birds; Place: Latvia, .

7. Where can I find a good long review of hydrophones?
Type of tool: probablYtext or monograph; Subject: acoustics; Amount of
information: lengthy.

8. Where can I find a mid-nineteenth century (in the time of Dickens) English
recipe for plum pudding?
Type of tool: Handbook; Subject: cookery; Time: mid 19th century; Place:
England.

9. Where can I find a list of Dutch bee-keeping terms?
Type of tool: Dictionary; Place: Netherlands; Subject: agriculture (bees)

10. Where can I find the address of K.N. Sokola, a contemporary astronomer?
I do not know his nationality.
Type of tool:. Directory; Time: contemporary; Subject: astronomy. .

11. Where can I find some current news of developments in Hawaiian shipping?
Type of tool: Serial; Subject: shipping; Placel-Hawaii.

12. What were the leading counties in the U.S. for the mining of fluorspar in 1970?
Type of tool: Handbook; Place: U.S.; Subject: mining; Time: 1970.



IV SELECTION OF SPECIFIC ANSWER PROVIDING TITLES

13. Where can I find some brief information about the 0.S. Rigg firm? It is a
very sMall firm engaged in die casting in the U.S.
Type of tool: Directory; Subject: mechanical engineeringjdie casting);
Amount of information: brief; Place: U.S.

14. Where can I find a brief biography of Pablo Hervas, a contemporary Bolivian
geologist? It can be either in Spanish or English.
Type of tool: Biographical source; Place: South America; Time: contemporary;
Subject: geology.

15. Where can I find a bibliography .of airport engineering of the 1950's in France?
Type of tool: Bibliography; Subject: airport engineering; Place: France;
Time: 1950's.
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MODULE V: SELECTION OF SEARCH HEADINGS

Query: I need some material on teChniques ofcoping with emotiOnally

disturbed children in confrontation Situations._

GirOle the appropriate Subjectheadings_ka_rhis list. Assnme
the seaich is to be,as-comPlete as Possible and all relevant ,
documents are to be retrieved. ,

Emotional development
Research .

Emotional problems
Emotional stability
Emotionally disturbed

Behavior
Care and treatment
Diagnosis
Education
Health and hygiene
Rehabilitation

.
Schools and institutions

Emotionally disturbed, Parents of the

Emotionally disturbed, Teachers of the

Duties
Personality
Rating

Emotionally disturbed children
Adjustment
Behavior
Care and treatment
Case studies
Diagnosis
Education

Emotions
Emotions and learning

Empathy



pELECTION OF SEARCH HEADINGS

lOoking for monographs on the evaluation of faculty Member'8
Jfl 3,.R8t1t0030f higher eduCation..:

eirPle the eppropriate subject:headings in this list. Assama:the
oearCh ie
.ere to he

to be as coMplete as possible and all relevant docUmenys
retrieved.:

College students
See Students

College teachers
. Universities and colleges Faculty

Women as college teachers
Faculty (Education)
Instructors
Professors
Universities and colleges

Teachers
University teachers
Teachers
Universities and collegesFaculty

Leaves of absence
Sabbatical leave

Legal status, laws, etc. (Direct)
Salaries, pensions. etc. (LB2.134)
Taxation (Direct)
Tenure (Direct)
Work load (1.132.131,

Faculty work load
Colleie teachers. Part-time

Part-time college teachers
Teachers, Part-time

College teachers, Rating of
College teachers, Training of (Indirect)

Teachers, Training of
College teaching (1,32S3i)

University teaching
Teaching

Vocational guidance
See College teaching as a

profession
College teaching as a profession

College teachingVocational
guidance

University teaching as a
profession

Teaching as a profesaien



pulE Ili SELECTION OF SEARCH
HEADINGS

Query: Do you have any material
terminating employment?

.Circle the appropriate subject headings
, in this list. Assume the search is to
be as complete as possible and all
relevant documents are to be retrieved.

Labor mobility
Personnel management

Note uhder Employees, Transfer of
Employees, Reporting to

: Bulletin boards
Employees' magazines, handbooks,

on etc.
Reporting to employees
Communication in management
Industrial relations
Personnel management

Employees, Resignation of (Direct)
. Quits

Resignation of employees
. Labor contrazt

Labor mobility
Labor turnover

Employees, Supervision of
See Supervision of emr!oyees

Employees, Suspension cot (Direct)
, Suspension of employees

Employees, Dismissal of
Labor contract
Labor laws and legislation
Master and servant
Personnel management

Employees, Training of (1-1F5549.5.T7;
T58)

Works on employee trainin; in specific
industries, etc. have duplicate entry under
the name of the industry, etc.

Apprentices
Employee induction
Employee training directors
Executives, Training of
Industrial tours
Interns (Civil service)
Learners, Industrial
Moving-pictures in industry
Technical education
Training manuals
In:service training
Training of employees
Training within industry
Vestibule schools
Apprentices
Personnel management
Technical education
Vocational education

Law and legislation (Direct)
Employees, Transfer of (Direct)

Here are entered works on the transfer of
employ eei from one depnrtment or position
to another within the same company, within
the same geographical location. Works
dealing with the transfer of employees by
their companies to another geographical
location are entered under Employees,
Relocation of.

Employees, Relocation of
Transfer of employees
Employees, Relocation of
Personnel management

Note under Employees, Relocation of
Emptoyees' buildings and facilities

(NA6598)
Restaurants, lunch rooms, etc.
Buildings, Employees'
Community centers for employees
Employees' service buildings
Personnel buildings
Service buildings, Employees'
Welfare buildings in industry
Factories
Industrial buildings
Office buildings
Welfare work in industry

Employees, Dismissal of (Direct)
(RD781.1)

Employees, Reinstatement of
Employees, Suspension of
Layoff systems
TeachersTenure
Temporary employment
WagesDismissal wage
Dismissal of employees
Notice of dismissal
Labor and laboring classes
Labor contract
Labor laws and legislation
Master and Servant
Personnel mamigement
Temporary employment
WagesDismissal wage

Anecdotes, facetiae, satire, ete.
Employees, Identification of

See 'Labor passports
Employees, Probationary (Direct)

Probationary employees
Labor and laboring classes
Labor contract

Employees, Rating Of (T60.R)
AbilityTesting
Executives, Rating of
Pe-formance. standards
Supervisors, Rating of
Teachers, Rating of
Efficiency rating
Performance rating (of employees)
Rating of employees
Service rating
AbilityTesting
Labor and laboring classes
Personnel management
Teachers, Rating of

Terminology
Employees, Recruiting of

See Recruiting of employees
Employees, Reinstatement of (Direct)

Reinstatement of employees
Employees, Dismissal of
Labor contract
Personnel management

Employees, Relocation of (Direct)
Here are entered works on the transfer of

employees by their companies to another
geocesphical location. Works on the
transfer of employees from one department
or position to another within the same
company, within the same geographical
location are entered under Employees.
Transfer of.

Employees, Transfer of

e
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-ro-
See Copyright, Employees',

Employees' handbooks
See Employees' magazines, hai

Employees' inventions
See Inventions, Employees'.

Employees' magazines, handboolu
(Direct)

Here are entered works devoted en
mainly to employees' affairs ass

Works treating of the history
preparation, value, etc. of,
publications published by-:
busineu concernt , 16 I
information promoting their led
success are entered under ti
House organs.

Company magazines
Company publications
Employees' handbooks
Employees' manuals
Factory press
House organs, Interior
Shop papers
Employees, Reporting to
Industrial relations
Journalism, Technical
Labor and laboring classes.

Periodicals
Personnel management

Note under House organs
Employees' manuals

See Employees' mSgazines, hizi
etc.

Employees' representation in man
(Direct) (HD5650-5659)

Collective bargaining
.Company unions
Employee ownership
Shop stewards
Works councils.
Codetermination (Industrie

relations)
Labor representation hires

of industry
Management, Employees'

representation in
Collective bargaining
Industrial relations
Industry
Labor and laboring 'daises

Example under Industrial relat
Employees' service buildings

See Employees' buildings and f
Employees' vacations

See Vacations, Employes
Employer-employee relations

See Industrial relations
Employer identification numbers -

(Direct)
. Tax administration and p

Employers' associations (Indira
(HD6350-6940)

Gilds
Trade and professional

associations
Associations, Employers'
Gilds
Societies
Trade and professional

associations
Employers' liability (Direct) (H

7816)
FictoriesSafety appli
Factory inspection
Independent contractors



NODULE V: SELECTION OF SEARCH HEADINGS

Query: Can you help me locate articles on mdscarriages?

Circle the appropriate subject headings in this list.
relevant documents are to be retrieved and the search
complete as possible.

ABORTION (G6)

ABORTION, CRIMINAL (I)

ABORTION, HABITUAL (C6)

ABORTION, INDUCED (El)

AIKIRTION. DIVECTIO1311 see BRUCELLOSIS.
BOVINE (Cl. CIS)

ABORTION, LEGAL (PA)
XII POPULATION CONTROL (I)

ABORTION, MISSED (C6)

ABORTION, SEPTIC (CI, C6)

ABORTION, THERAPEUTIC (E4)

ABORTION, THREATENED (C6)

CONTRACEPTION (E2)
are also relat.d

F4SIII Y PLANNING (N2)

NR FAMILY PLANNING (NS)

CONTRACEPTIVE AGENTS (013)

CONTRACEPTIVE DEVICES (E2)

CONTRACEPTIVE DEVICES. INTRAUTERINE see
!NIHAU TERME DEVICES (E2)

CONTRACEPTIVES, QRAL (D8, D13)

CONTRACEPTIVES, POSTCOITAL
(1)8, 1)13)
.\ POSTCOITAL CONTRACEPTIVES (DS.D13)

N U MORNING AFTER PILL (1)11.1)13)

FAMILY PLANNING (N2)
also related

cotaRACEPTION

X PLANNED PARENTHOOD (N2)

XU BIRTH CONTROL (N2)

XR CONTRACEPTION (E2)

XR POPULATION UONTROL (I. NI)
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Assume that all
is to be as

:

PREGNANCY ((;1)
see also related

PRENATAL CARE (E2. N21

PSEUDOPRECINANCV (01)
. ,

PREGNANCY, ABDOMINAL (C6)
. .

PREGNANCY, ANIMAL (GI)
see also related

ANIMALS. NEWBORN (B3)

PREGNANCY COMPLICATIONS (C6)
see a to(1 related

PREGNANCY. PROLONGED (Ol)

N H OBSTETRICS (GII)
..

PREGNANCY COMPLICATIONS,
CARDIOVASCULAR (C6, 04

PREGNANCY COMPLICATIONS,
. IIEMATOLOGIC, (C6, C9)

PREGNANCY COMPLICATIONS,
INFECTIOUS (C1, C6)

PREGNANCY. Ecro PIC (c6)

PREGNANCY IN DIABETES
(a. C7, C13)

PREGNANCY, MULTIPLE (G1)

PREGNANCY, PROLONGED (G1)
XR PREGNANCY COMPLICATIONS (C8)

, PREGNANCY TESTS (El)

!. PREGNANCY TFSTS, IMMUNOLOGIC
, (El)

XR IMMUNOLOGIC TECHNICS (ES)

PREGNANCY TOXEMIAS (C6)
. XU PRE-LCLAMPSIA (CS)

XR TOXEMIA (C1)

.PREGNAKY, TUBAL (C6)

ILEGEND: .

ximsee

xuansee under

jxraisee
also related



MODULE V: SELECTION OF SEARCH HEADINGS

Query: I would like to see some recent articles on "the pill."

Circle the appropriate subjeCt headings in thia.listAssume that all
releVant documents are to be retrieved and the search ia:to be aa
complete as possible.

ABORTION (G6)

ALORTION, CRIMINAL (I)

ABORTION, HABITUAL (C6)

ABORTION, INDUCED (E4)

ABORTION. ENVECTIOUS ave BRUCELLOSIS.
BOvINR (CL CIS)

ABORTION, LEGAL (E4)
XR POPULATION CONTROL (I)

ABORTION, MISSED (C6)

ABORTION, SEPTIC (C1, C6)

ABORTION, THERAPEUTIC (E4)

ABORTION, THREATENED (C6)

CoNTRACEPTION (E2)
Eve also related .

.Y.AMD YPI.ANNING, (42). .

\AI t AMY PLANNING (N2)

coNTRACEPTIVE AGENTS (D13)

CONTRACEPTIVE DEVICES (E2)

CONTR CEPTIVE imam. INTRAUTERINE see
sIiItUEEItINE DEVICES (E2)

coNTRACEpTIVES, ORAL (DS, D13)

CONTRACEPTIVES, POSTCOITAL.
(D8, 1)13)

POSTCOITAL CONTRACEPTIVES (IMAM

XL MORNING AFTER PILL (DS,DIP
. .

FAMILY PLANNING (N2)
see also related

CONTRACEMON (E2)

X PLANNED PARENTHOOD (N2)

XU BIRTH CONTROL (N2)

XR CONTRACEPTION (E2)

XR POPULATION CONTROL (I. NI)
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PREGNANCY (GI)
see also related

PRENATAL CARE (Et.. N21

PSEUDOPRRONANCY

PREGNANCY, ABDOMINAL (C6)

PREGNANCY, ANIMAL (G1)
see also related

ANIMALS. NEWBORN (1321

PREGNANCY COMPLICATIONS (C6)
see also related

PREGNANCY, PROLONGED (GI)

N.R OBSTETRICS (G2)

PREGNANCY COMPLICATIONS,
CARDIOVASCULAR (C61 CS)

PRE(NANCY COMPLICATIONS,
HEMATOLOGIC, (C61 C9)

PREGNANCY COMPLICATIONS,
INFECTIOUS (C1, C6)

PREGNANCY, ECTOPIC (C6)

.PREC;NANCY IN DIABETES
(C6, C7, C13)

PREGNANCY, MULTIPLE (GI)

PREGNANCY, PROLONGED (GI)
XR PREGNANCY COMPLICATIONS mei

pREGNANCY TESTS (El)

PREGNANCY TESTS, IMMUNOLOGIC:
(El)
XR IMMUNOLOGIC, TECHNICS (ES)

PREGNANCY TOXEMIAS (C6)
XU PRE-ECLAMPSIA (CS)

XR TOXEMIA (CI)

.PREGNANCY, TUBAL (C6)

LEGEND:
ximsee

xugssee under

xr..see also related



NODULE V: SELECTION OF SEARCH HEADINGS

Query: What material is available an the Gullah dialect? It is spoken by
the isolated Afro-American people living in the Sea Islands and
tidewater areas of South Carolina and Georgia.

g,

Circle the appropriate subject headings in this list. Assume that all
relevant documents are to be retrieved and the search is.to be as
complete as possible.

gOCIOLINGUISTICS 290
Bilingualisrn
Language Planning
Multilingualism
Linguistics
Dialect Studies
DiSiossla
Idioms .
Language Role
Language Standardization
Linguistic Theory
Mubial Intelligibility
Native Speakers..
Nonstandard Dialects
Officio! Languages
Psycholinguistics
Regional Dialects
Social Dialects
Sodocultural Patterns
Socioeconomic Status
Sociologic
Standard Spoken Usage
TENL

SOCIOLOGIGAL NOVELS 260
' Novels

Fiction
Literature
Prose
Social Values'

SOCIOLOGY 490
Educational Sociolog,
Human Dignity
Behavioral Sciences
Social Sciences
Area Studies'
Authoritarianiim
Behavior
Cross Cultural Studies
Ethnology
Social Factors
Social Psychology
Social Reinforcement
Sociocultural Patterns
Sociolinguistici

SOCIOMETRIC TECHNIQUES 190
Measurernent Techniques
Behavior
Group Dynamics
Grobp Relations
Group Status
Group Structure
Interpersonal Relationship
Personality Assessment
Personality Studies
Sociodrama

SOCIOPSYCHOLOGICAL SERVICES 490
Human Services
Psychological Needs
Social Development
Social Psychology
Social Services

Soft Cover Books
USE PAPERBACK BOOKS

SOIL CONSERVATION 460
'Agriculture
Conservation Education
Depleted Resources ,

Environmental Education
Forestry
Land Use
Natural Resources
Soil Science

SOIL SCIENCE 400
Earth Sdence
ligricuiture
&corm*,
Biologic
Chemistry
Fertilizers
Geology
Land Use
Plant Science
Seismologi
Soil Conservation

Solar Energy
:11SE SOLAR RADIATION

Solir Heating
USE SOLAR RADIATION

SOLAR RADIATION 400
Solar Energy
Solar Heating
Solar Radiatiom Energy
Radiaatetion ..;

Climatic Factors
Controlled Environment
Daylight
Environmental Influences
Heat
Lasers
Light
Lighting
Temperature
Thermal Environment

Solar Radiation Energy
USE SOLAR RADIATION

Solicitors
. usc LAWYERS

SOUD GUOMETRY 340
Geometry \

\
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U ......... UItI. Jo. (Spumeeruhl) (NASA)
U .......... LUst. laM (1.1k..) (MuIIlu,p4 . .
U ......... Io.dA.u5o. ...
LU ........ Lord JusIks- of Appuui
LJC ........ La Juoulor 4
UC ........ Laud. dada, ColLie. (l's..) .

UC ......... lull dub, Colic,. (M..)-.-
LJC ........ . Lees Junla, Cothegi (Ksniuc4.y)
UC ........ broil. Juu5 C.il.pe (Kumiudsy)

,UO ........ Doctor a batten .1 Josnu.I5.0
IJ(tflj ...... LorIs Juik !dot. Wsitus,.' (Miss (Ceylon Pl.Ieeal fuss. Wed...'-
UJ ........ Laidu JstIcss
UI ........ Utile isle Iaiu.duit (Miuhl.)
kJl.V ....... UtIle des Lmds VehIcle (Mull.)
UP ........ LIqIM Junction Peustilal
Lii ........ Losdjc4..uIwmor
Lii ........ .UP.LJ.M1.CLa .

4JIU ....... LIkisy Jsgnai/ScMoI Uhuo.y i.swrml (A p,hilcstlon)
LX ......... bosI.h..d AIre,-Jt (NYSE ey4)
LKA ......... Amphibious Gig. Skip (No,7 ,,od.i)
LXM ....... Lcu.K.uIMouI.ufsn.IMsslcs
LKAS ....... Luuuussu,-kIlnswnows AltiobsI.,
EKE ........ LInk-lull C.'.psny (NYSE i,..hsl) (DsIIus.d)
LX? ........ Un.., Kslu FlItuf .

LKK ........ Lii.. Mines. Ltd. (lube.. Stock (uclorug. opubsI)
LX? ........ UsIwos Ketusuulilu Puil.
LX & PEE ... . tdusins.KungsiI 4 ?.elflc 1.11msd (Hs...II)
LXQCP ...... Uoswkl. .1*1.. King'. ..d Ous..'s Coups .1 P$uyuhcbain (k.I.ud)
LXI? ....... IjilK,bgkut.fuf..IoiaidTduIe
LXS ........ Uvs,, Kidney. Spison (Medclsi)
LK$ ........ Lsgsi-KecIs.Stbulowy (Wailed)
tICS ........ b.ckyStws.hsc.(NVSEopwEsi)
LKSU$ ...... Lunhndd Ka,IuIpdey 5.1. Wi$.I hulsuvul
LL ......... Laid tuuni.n Lahetsissy (busy)
LI ......... L.idIh..(Msits.$ .

U ......... ta,psiau$w
U ......... LMsLitIn0..rgung..



MODULE VI: ANSWER SELECTION

Query: How many characters to one pica are thereffor the Benedictine bold
typeface?

Answer

Select the complete correct answer from the table below.

916 HANDBOOK OF APPLIED MATHEMATICS

TABLE 3

AvzRACII NIDABER OP CHARACTERS TO ONE PICA

(Each klier, space, and punctuation point is counted as a character)

Type Size, Points

Type Face 0 7 8 9 10 11 12
,. .

Antique No. 1 3.35 2.75 2.4 .. . ... 2.1
Benedictine and I3enedic- .

. .

tine Book 3.9 3.5 3.1 2.8 2.5 : 2.35 2.2
Benedictine Bold 2.85 2.35 2.1)
Bodoni.. 3.9 3.4 3.0 2.55 2.4
Bodoni Book.. 3.95 3.6 3.2 2.9 2.75 2.5
Bodoni Bold 3.6 2.8 2.4 . . .. . . .2.2
Cuslon 3.5 3.2 2.9 2.75 2.4 2.2
Caslon Old Face 4.05 3.45 3.1 3.0 2.75 2.4
Melon No. 3.. 3.7 3.1 n .45 2:2
Century Expanded .3.45 3.1 2.8 2.6 2.4 2.3 2.1
Century Bold o. 9 2.33 2.1
Clieltenhum 3.45 3.15 2.9 2.7 2.51
Cheltenham Wide. 3.1 2.9 " 5 2.2
:3u4tenhain Condensed . 3.5 4.85 2.5
21&elte:111am Bold 3.25 2.8 2.3 2.2 2.1
noister 4.0 3.45 . '3.1 2.05 2.85
noister Wide and Cloister

. .
Bold.

. 3.6 3.0 2.7 2.5
De Vinne. 3.5, 3.0 . 2.85 2.6 2.3 2.1
Elzevir No. 3 3.75 ...... 3.0 2.8 2.65 2.4, 2.25
4anklin 3.7 3.55 3.2 2.9 2.75 2.6 2.35
Dararnowl. 4." 3.45 3.1 2.9 2.6 2.4
jarrunond Bold 3.7 3.1 ". 55 2.1
3ranjon .. 3.45 ". 9 2.75 2.5
onic No. 5 3.16 2.9 2 .63 2.45
c'arcies. 0.4 2.0
.1undicr 16 3.15 2.85 ° .6 ° . 4 " .3

.

2.0
Ad Style No. 1 3.55 3.25 3.0 2.8 2.65 2.55 2.3
)ld Style No. 7 3.8 3.45 3.2 3.0 2. 75 2.55 2 %
)riginal Old Style 3.7 3.05 9 75 2.45
;crotch 3.35 3.0 g 7 2.55 2.25
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MODULE VI: ANSWER SELECTION

Query: What percent of the popular vote was for the State's Rights
Democratic Party in the presidential election of 1948 in Alabama?

Answer

Select the correct answer from the table below.

36' i'11'. 11)11'

No ' 1.1 . U VtiTr (' 1'10. , NI) er lit'. NT 4IP VOTE. Foh MA3ORITT
)%1111'1, 11V A1':11 :NTATI.44: 191)% 'r%. 1964

. o eept percent. i) 11. Ur% :Mier M ajority ynrty vote refers 101 party tote
ow ii . major It y . Om may tor ib to . 004,A party Ste, aim Ohio 5106; (occurrent flgure,, Is
.4.1. Also nslintiCed .44,1111/I's, (Van Id 71n.c.. lu vrfr Y 65- .2111

11,11111N
A:.11

11S

Votes

Total_ 45.794

Not I 11,,si
North l'eutrai. . 17, 510

West .... .. 7, Mt)

A !Ohms. 215
A16:4; a. (I)
A r isona .. 177
A rkons3.. . 242
(-A11606111 .. 4.022
roily An.
1' %rant._ Kl4
Del..waie . 139
niq . ,f I '....a...1h13.. :A I

Florida... .

(-team la . . 419

llou'all . IX)
1.1nlin . 215
1 Il(nots 3.0.44
1 9,1 hon. 1,656
14tra 1,108
Ransom 7$1)
Krtillicky.. . 82.1

416
Mom.,
Al aryhttid... 597

19111 1952 1951 I 1900 1%1

jo,cri er nInt ityu yuto Air nift. vote ii,r tou- Vote f o r Ma. '..01.' frbr :1:'1.
Z0111 C11111 cern .

Per- -.2er. i'er- : Per-
colt

prity ;o:ity jorlty
party I

pr.
party . party party par..

D-49.6 61,551 R-65.1 62,027 R47.4 I 01,036 D-111.7 70. 3:6 D.-9i. ;

It 17 P1 Iti,1.01 11-55. 1 18, 782 R-60. 7 20,014 D-62.7 19, 913 11 .4.3
1)-50.3 71. 153 R-57.6 21,11, R-58.6 22.979 14-52.2 22.290 i :- 61 3
1) fa. 6 12,415 17-50. 5 12,478 R41. 1 14,389 D-411.9 16,597 1. . , .,
1)-40. 4 9, 151 R-67. 3 9,654 R -W. 4 II, 4 ...7 R-61, 1 12.214

420 1144.6 497 .046. 5 10 D-56.8 Gli
(X)(X) (XI 00 tri 61 1740. 0

1)-53.4 :NA R-58.3 ::90 R-01.0 398 R-55.6 4h. R-P,
1)-61, 7 405 D-55.9 407 1:-52. 6 479 1)40.2
1)-47.6 6, 142 R-56.3 5, 491 1: 45. 4 0, 507 R40. 1
1)-51. 9 030 R-60. 3 . 657 R-60.( 730 R-54. fi '''.7: 1)-01 3
It 49. 5 1, 007 R-55. 7 1,117 R-63.7 1,223 1)43.7 1.219 1)4: 9
R-50.0 R41.8 176 RAS& 1 MI I 1)-90.9

.1(1 (X (2) (x) (x) on (X) 190 D-86.5
1)-18. X WO It-55. 0 1,126 R-57. 2 1,614 R-11.6 1,651 T.- 51.1
D-60.8 *3 1)-69. 7 670 D-06.4 . 733 D42.5 1, 139 1:-54. 1

(I)
11-56. 4
11-49.4

(X)
'276

1,955
1,269

A%
91:41

652
352
902

IX)
it-65. 4
R-54.8
R-58. 1
R-63.6
11-418.14
1)-49.0
11-52. 0
It-66. 0
It-65.4

(X)
273

4,407
1,975
1,215

$08
1,054

618
352
933

(X)
R-61. 2
R-59. 6
R-59.0
R40. 1
It -03. 4
It-M.3
R-53.3
R-70.9
R40.0

185 (1) arl
300 R-53.8 292 D-50 ,

4,757 71-50.0 4, 7( 3 )-5.t
Zl31 R-88,9 uma 1/. 56.1.1
1,274 It -50. 7 1, 185 1)41.9

929 R-50.4 KM
1,124 11-53.6 1.0M 1)-41.9

806 11-50. 4 W.10 R-511.A

422 I1-57.0 381 1)-M. 6
1, 0¢5 1)43.6 1.116 n-63.6

At ass:tell tont ts . . 2.107 1)-54. 7 2, 383 R-54. 2 2, 349 11-59. 3 2,460 D-60. 2 .4315
Al kb Igo ii . . 2.110 11-4P. 2 2,799 R-55.4 3,080 It -55.6 3,318 1)-50 9 3 203 I)-66. 7
M intieslito.... . .. 1, 212 D-57. 2 1,379 R-55.3 1, 340 R-53.7 1,542 D-50. , 1.654 D-4.4.11
M ississippi... . . 192 (11 286 D-60. 4 24R D-55. 2 1" D-36. 3 400 R-67.1
M16sourl. .. . 1,579 D-511. 1 1,892 I1-50.7 1,633 D-50. 1 1,934 m.5o ? -i, 818 71-6 5
Montan:. .. . V4 1)-53.1 265 11-59. 4 271 11-57. 1 TM i.1-61.. 279 11-56..
Nebrnskn .. . . 469 lt -M. 2 610 11-61). 2 577 R-05.
Neendn. .... 82 1)-$0.4 82 111.-01. 4 97 It -.'oi t) 107 I.`-81. 2 :35 9-8'.
New 119111pshire 231 It - 52. 4 273 st-6/..'S 267 It 4., 1 206 1114. 4 2W 1 ()-mt, -
New Jersey . 1,950 R-50.3 2.419 R -56. A :..,154 R ..,.. ': 2;7/3 1)-69. 0 2,k 18 1)-65.3

New Mex ie., . 187 1/-56. I 2:11: '. 5' .. .:... 3;1 7)-50. 2 39 'at j
New Yprk 8. 177 11..40. I' .12s.: 1 .. 7, ii. ti. :.... t. :::.1 ; )42. 8 7. IGO . o
North t mit ma 791 1)-t.s.,. I, 21 1. tr. ) .1,.. 7 ;069 1)42. . . A25 )' '.I. 2
Nort h P hlt MA . 221 lt -5:0 . 270 ': . J 7 1/4 ...- 01 7 276 R-55. 4 i .:41 :l AA.
0 lila . 2,936 1)-4' i. 701 i( - . / 3, :1: 11-.0. 1 4,16: R43. 3 ; ....14.... i .1.1 ..,

0 k Inlionm 722 1)4.. 949 ' -1..1 :.50 1.t. '4. 1 90:- R-59. 0 1W.t :55. 7
Oregon.. . . 624 R. 49. 9 (#35 - u :t -16. 2 77i, R-112. A 79t. 1)-6; ,
Ire nosy kali in . . 3,735 It 30.9 4 A :7.7 ! 4, .i77 1:- rel. 8 4007 12-81. 1 , 4. W«) 1)44. ..
Rhode Wand . 328 D-57. .. 414 ,,t-...e. it :oat 11 ;S. ,s 430 D-63.6 l MO D40. 1
South Camtina , 143 i'', 44 t D-50.7 49k I! .44. 4 387 D-51.2 , 625 R-5& 9

,t2

Pool h I /aka... 250 7( - 5. . .1 :11, ; . t 1 SI4 -., 306 R-ISh. 2
l
; 283 1:. M. 4

Tenors:qv.. 550 1, 4.. 1 i ' 4- ',1 i'. ' ,....., , ii ': .. 852 R-152. 9 1.144 . -58.11
TrVIS. -, . :. ... .4.., 1: 4.. 1)-50. 5 1 2, 627 11-44. 5
11trth. . 270 )fa ; 4:1 MI XS: !: -4..1 , 17:. R-54. A : !fr.
Vennoi.t 17.) i" :. 1/66 :"
II irgingi 418 . . --.1. ; .:: 67ki . . , :71 It 42.
Wash k %. 905 ii-: 2..: . Ica :, ;,, 61 R-63.9 1 1,212 R-60. 7 ; ,259 1)42 .
West V t T. ;, 749 I 1)-37 3 074 ! ii 83t R-51, 1 I 838 17-62. 7 . , 792
WIsconsli. . . I 1,777 1 D-50. 7 I, 607 I: ,. t, 551 I R-61.9 i 1.720 R-61.8 I 1.602 11 ':
Wyon-J,t7 . 101 ; D-51. 9 j 129 1 A-62. 7 12, R-4: . 141 R-56.0 143 I ;,.

-1

X
. Via. . In ...it . .. victo/y kr Thur;,...i, *., . - t 'ienlocru it ...Leif, as follows: Alabama, 79.7 Ow

eer.t: 7..-...... 4.. ercent: Mississippi. .7 .1 eh .... att. Can :tna, 72.0 percent. -
'or bott. : .trz.es bt,sea a , . -1emoelio, 92,410: Republica:. :12,295.

i
Soul . 11111.1.7 11.11.. 1 .1 .1 W.. . / . 11.C.. Anerrka 21 Me Polls, ... ..ght); 1

U.'§.14i;.' '111US. I *.... . . a i one ,. .. . .strids 6; o. f 6818 CINiresa),196%,',.... 1960 %112142*
LTA (*o% uf the hal; *,. otirati sirA. ., .... i4e1.1.01 and Congressional EWA*.
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MODULE VI: ANSWER SELECTION

Query: How many master's degrees in history were awarded to women in 197l?

Answer

Select the correct answer from the table below.

136 Education

No. 217. EARNED DEGREES CONFERRED, BY FIELD OF STUDY, LEVEL Olr DEGREE,
AND SEX: 1971

311301170ELD or STUD!

3ACH37.O1'9 AND Is7
PnOtESSIONAL DIORII9 I

NANTES'S DOCIORATES

Total Male Female Total Male Female Total 3111e Fru.

ASSAM
Apiculture

Animal science
Forestry
All other

Architecture 1
Area studies
Biolorical sciences

Bioko. general-
Zoolomptleral
AU othge

Business and commerce
Accounting
Genets!, without make special

Ration
AU other

Communications
Computer science and systems

analysis ....
Education 3

Spedallsed teaching fluids
General teaching &ids
Other education fields

EntrineerMg r

Fine and applied arts
Music 1
Speech end dramatic arts 3
A11 other.

Foreign languages

Meelih prolusions
Dentistry, D.D.S. and D.M. D
Medicine, M. D
Nursing
Fhannacy (exel- pharmacology)
AU other

Home economies 3
Law, LL.B., .1.1).. or higher de-

grees.
Letters
Minty sciences
Mathematical subjects

Minter), sciences
Physical sciences

Chemistry (escl. biochemistry)
Physics
13 eolw
AU ot her

Psycholwy
Public sash's and services

Social sciences
Social sciences, general
Economics (excl. agric. econ.)
historY
Political science or government
Sociology
AU other

T The°1siesrcitics1 profeulons. general
Religious ohm. snd Bible
AU other

Miscellaneous

177.176 11,138 30,1311 .503 132045 12,352 ,, 107 27.530 1,E1

13, 672
2,445
1, 826
8, 401
3,370
2,492

33,743
25, 294
5,380
4, 089

115, 527
fl, 009

58,215
33,213
10, 802

3,388
176,871
63, 501

102,472
10, 598
60, 016

30,304
6, C52
3, 675

20.357
19,945

40, 333
3, 745
8, 919

12, 190
4, 549

10,973
11,167

17, 966
73, 172
I, 013

24,301

337
21, 412
11,037
4015
2,339
2,970

37, NM
9,220

155,326
21, 543
16, 758
44, 063
23,482
5.261
13, 617
3. 799
6, 916
1,289

464
14,078

13, 136
3, L.2
1,801
8, 110
4,906
1,174

23,333
18, 233
4.314
2, 763

105, 060
20, 036

63,304
31, 723
6,989

3,064
43,089
33, 198
10, 664
3, 227

49,644

13, 256
2, 726
1,661
7, 860
8073

19, 969
3. 703
s, 110

233
3,336
4, 267

301

16,809
23, 546

81
13,340

336
18, 450
0, 005
4, 703
2,037
3, 648

21, 029
4,723

95, 143
11, 753
13,890
29, 053
21,966
13,610
7,871
7, 681
6,581

745
338

10,060

836
?a

22
291
&II

1,318
10, 410
8, Oil
1, 056
1,303

10.467
2, 083

4,011
3,493
3,813

324
131, 432
31.303
91, 808
8, 3B

400

18, 138
3, 8'46
2, 014

13, 788
14, 170

20, 416
42

609
11,946

913
6, 706

10, 606

1,267
44, 376

932
9, 432

1
2, 953
2, 031

338
262
322

16,831
4, 497

57, 181
9, 790
1. PAO

15, 608
5.316

15, 633
4, 746
1, 135

363
644
126

4,000

Z 437
344
291

1, 822
1, 705
1,007
5, 728
3,663

691
2,373

26,544
1,097

15, 264
7,183
1,856

1,688
88, 716
18,938
39,821
29, 930
18443

6,675
2, 433
1,039
3, 201
4, 733

5, 749
(.10
tx)

1, 530
194

4,025
1,432

933
13, 710
7,001
5, 191

2
6,367
2, 197
2,174

608
1.300
4.431
8,20

16, 501
2,330
1, 993
5, 157
2,318
1. SCO
2.893
2, 710
1,342

033
413

1, 703

3,313
318
74

1. 713
1,460

618
3,803
1, 746

481
1,608

25, 306
994

17, 569
6,043
1,214

1,434
84999
9,55

12.843
16, 810
16, 288

3,510
1, 277

549
1,644
1, 642

Z 367
tx)
tx)

31
184

2,382
35

901
3, 407
1,311
3, 673

3, 321
1.733
2,027

344
1, 217
2, 753
4, 274

11, 798
1. v22
1, 733
3, 470
1,339
1. 131
2, 103
Z 010
1, 204

561
284

1, 106

144
26
9

109
236
389

1,023
919
240
764

1,038
103

093
240
642

164
49,317
9, 701

26,976
13, 140

185

3,185
1, 158

490
1,317,
3, 113

3, 182
tx)
tx)

1,499
40

1,613
1,364

46
7,303
6.690
1,318

646
. 464

147
62

173
1,648
3,986

4, 703
606
262

1, 687
479
677
790
661
133
394
129
600

1, OM
145
92

849
38

144
3, 643

818
418

3,091

810
61

49653
143

128
6,338
1, 033
2,488
3, 837
3, t%18

021
326
122
173
781

406
CP
at)

7
94

385
15
20

Z 416
30

1, 199

4, 390
1,932
1,449

59
TO

1, 782 :
176

3, 659
50

721
991
700
374
623
312
243
34
29
91

1,055
140
92

SZI
33

120
3, 050

405
346

2, 299

787
35

4111
245
126

123
6,043

812
1,917
2, 314
3, 613

483
273
100
110
484

E39
ix)
Ix)

1
93
as
48

20
1,849

28
1,105

4:144
1,794
1, 407

279
I 660

1,353
133

3, 152
38

685
871
615
45
505
306

, 249
31
29
77

71
3
-

3
:1

54
U1
.;

IV

Z
3

17
o

3
1.111

243

Et
, 30

.1

D.
F.

a
2):

.17a
tx)

4
I..
il

,

N.
11

td

_.;;r
1)1

4.
1,
o'

3:
a

S :
1:
SI

1:
*3

II.
II'

o

1

1

11

-

- Represents zero. X Not applicable. 1 Includes first-professional degrees requiring at least 6 7rart-
a Architectural engineering included with engineering,
HMO economics education, music educstion, and speech correction included with education.

loves: U.S. Mee el IdocaUon, Earned &gm Confer& 1070-71.
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MODULE VI: ANSWER SELECTION

Query: What is the average of the reported salaries for 1972 graduates
6f the University of Minnesota library school?

Answer

SSelect the correct answer from the table below.-

TABLE 1 PLACEMENTS AND SALARIES OF 1972 GRADUATES

School

nu'meets .
Total.

Serials Low Salary

Women Men

.

Alt

lilth Salary
Women Mao All Women

Average Sabry
Mn All

_

Medlan Salary

Woman Men All

Albany 70 30 9 39 7056 7900 7056 14000 15120 15120 :. 8686 10392 9068 8712 9500 8870

Alberta 51 24 7 31 7680 8000 7680 12000 15000 Ivoo 8347 -- 8200

Atlanta 41 39 8 47 . 7000 8600 7000 13000 10000 13000 9422 9359 9412 9057 9400 9057

Buffalo 32 23 2 25 7000 7500 7000 10730 9810 10730 9061 8655 9028

52

8865

Caht (Reit ) 49 33 16 49 7020 6600 6600 9828 10800 10800 8643 9045 8774 865 :605550 8700

Cald.(1.441 33 17 9 26 7200 8700 7200 12000 10572 12000 . 9324 9444 9365 9134 9100 9100

Casetlrest. Res. 108 69 13 82 7000 7800 7000 12000 11000 12000 8475 9061 8567 8300 8700 8200

Catholic 55 40 15 55 7200 7600 7200 20000 30000 30000 10762 13253 11432 10500 11000 10500

Chicago 17

Colombia 120 78 34 112 6800 7400 6600 14830 14830 14830 9288 9502 9353 9100 9100 9100

Dalhousie 24 14 1 15 7400 8550 7400 10200 8550 10200 8455 . 8550 8485 8400 8600

Dtmer 92 23 8 31 7500 8400 7500 15000 12024 15000 9373 9584 9427 8700 9303 9000

0:016 149 95 22 117 6981 6581 20000 20000 9219 10180 9400 9000 10000 9000

Emory 76 48 11 59 7200 7000 7000 13468 11046 13468 8952 9130 8986 8668 9000 8740

flonda 94 48 27 75 6000 7835 6000 11950 11800 11550 8397 9142 8579 8000 9000 8500

Geneseo 74 50 22 72 7400 8009 7000 14000 14000 14000 9115 9785 . 9339 9000 9175 9000

Hawaii 79 29 2 31 5400 8076 5400 14000 10148 14000 8829 9112 8848 8400 8400

Illinois 156 99 24. 123 6470 8300 6470 13850 10500 13850 8943 9055 9816 8500 9150 8750

Indiana

Iowa

112 .

52

58

23

26

13

EA

36

6919

6003

6000

8085

6000

6000

10994

11000

14820

20000

14820

20000

8424

8520

8807

9815

8543

8990 137480 8858::

8400
8500

KanusState 73 28 9 37 6500 8000 6500 11840 13250 8007 10311 8567 8000 9750 9175 9000

Kent 27 13 8 21 7000 6500 6500 10600 13500 13500 8471 9310 8801 8400 8200

Kentucky 90 29 9 38 6800 7500 6800 13600 11123 13600 8730 8494 8538 10200 9312 10200

longIsMod 99 55 9 64 6500 9152 6500 171182 19435 19435 10426 12571 10635 10700 11800 10400

Maryland 13 11 2 13 7450 9170 7450 13309 10200 13309 9957 9685 0915- 9400 9400

Michigan 179 125 23 148 6000 7600 6000 17480 15000 17980 9520 9810 9560 .'. 9200 9500 9300

Mmnesota 54 41 , 6 47 7500 8300 7500 16900 14600 16900 10110 10779 10444 9200 10387 9794

Missouri 57 40 13 53 6000 7550 6000 11200 8618 8715 8618 8715 8642 8500 8400 8500

N.Carobna 64 45 19 64 4800 81000 4800 10500 12050 12050 8474 9484 8774 7560 9600 9000

OklaMuna 69 27 12 39 5500 5500 10800 13500 13500 7770 9297 8533 8000 9500 8200'

Oregon 47 16 5 21 7200' 7600 72110 19200 11614 19200 9612 8987 9463 8900 8658 : 8750
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MODULE VI: ANSWER SELECTION

Query: What was the average price of trade books in law in 1972?

Answer

Select the Correct answer from the table below.

TABLE 3 U.S. HARDCOVER TRADE-TECHNICAL BOOKS: AVERAGE PRICES
AND PRICE INDEXES FOR 1967-1969, 1971, 1972, and 19731

(Index of 100.0 equivalent to average prke for 1967-1969)

Category
1967-1969
Average

Prke

1971' 1972 1973
Average

Price Index
Average

Price Index
Total No.
of Books

Average
Price Index

Agriculture
Art
Biography'
business
Education
Fiction
General Works"
History
Home Economics'
Juveniles
Languages
Law
Literature
Medicine
Music
Philosophy, Psychology'
Poetry, Drama
Religion
Science
Sociology, Economics'
SPorts. Recreation
Technology
Travel'

$ 9.71
12.44
9.71

10.41
6.58
4.96

15.28
9.95
6.55
3.33

10.13
13.22

. 8.04
13.41
9.08
8.41
6.69
6.29

12.67
9.35
7.91

13.03
9.34

$13.64
16.41
11.64
12.60

7.81
5.98

25.77
12.97
7.33
4.23

10.15
18.37
11.43
17.38
11.73
10.77
9.15
8.48

15 .94
17.47
10.20
15.28
19.15

140.5
131.9
119.8
121.0
108.6
120.5
141.9
130.3
111.9
119,8
100.1
138.9
142.1
133.0
129.1
128.0
136.7
134.8
125.8
186.8
128.9
117.2
203.0

$10.94
14.94
12.80
12.45
10.26
6.47

25.19
14.92 .

7.88
4.37

14.16
17.15
12.03
16.19
13.53
10.44
10.62
9,80

16.05
16.93
10.65
16.11
12.78

112.7
120. i
131.8
119,6
155.9
130.4
164,9
149.9
120.3
123.8
139.8
129.7
149.6
120.7
149.0
124.1
158.7 1
155.8
126.7
181.1
134.6
123.6
136.8

289
1,053
1,911

568
1,116
2,138

983
1,300

432
1,932
292
558

1,755
1,421

271
1,001
1,484
1,051
2,130
4.630

701
988

1,124

$11.79
15.42
12.70
1123
9.67
7.37

18.42
15.56
10.12
4.65

12.53
16.78
11.48
15.92
12.68
10.89
10.50
9.35

17.34
12.22 .
9.73

15.38
13.19

121.4
124.0
130.8
127.1
147.0
148.6
120.5
136.4
154.5
131.7
123.7
126.9
142.8
118.7
139.6
129.5
156.5
148.6
136.9
130.7
123.0
118.0
141.2

TOTALS $ 8.77 $13.25 151.0 $12.99 148.1 29,168 (412.20. 139.1
'Index of prices. Based on the tabulation of the books recorded in the "Weekly Record" section of Publishers Weekly for the years indicated.

Not Included are 'mass market paperbacks," government documents, and certain multivolume encyclopedias. Index figures compiled by
Hush C. Atkinson. For average prices of hardcover books for years prior to 1971, sat previous editions of the Bowker Annual.nun figures include biographies Placed in other claws by the Library of Congress.

3A new category. Index base is 1967 and 1969 rather than 1967 through 1469,
'Publishers Weekly figures for 1971, 1972. 1973 reported per volume rather than per title sui they had been in previous years. Thus care

should be exercised when interpreting the figures. It is important to keep in mind that Publishers Weekly uses a one.year base, 1967, in
etionpethig its indexes, rather than the three-year base used above and preferred by the Library Materials Price Index Committee of the
Americas 1.1brary Association.



TABLE 1

MOD VI: ANSWER SELECTION

Query: By what percentage have Library Science periodicals increased
in price from 1969 to 1973?

Answer

Select the correct answer from the table below.

_

U.S. PERIODICALS: AVERAGE PRICES AND PRICE INDEXES FOR 1967-1969, 1970, 1971, 1.972, and 19731

(Index of 100.0 equivalent to average price for 1967-1969)

Subject Arca

1967-1969

Average
Price

1970 1971 1972 1973

Average
Price Index

Average
Price Index

Average
Price

.

Index
Airerage

Price Index
U.S. Periodicals $ 8.66 $10.41 120.2 $11.66 134:6 $13.23 152.8 . S16.20 187.1.

(Based On total group of
2,537 titles Mdudcd in the
indexes which follow)

Agriculture 4.68 5.17 110.5 5.74 122.6 6.35 135.7 7.21 154.1
Business & Economici 7.54 9.03 119.8 9.72 128.9. 9.95 132 0 12.25 162.5
Chemistry & Physics 24.48 33.45 136.6 38.31 156.5 45.46

851124.7

56.61 231.5
Children's Periodicals 2.60 2.65 101.9 2.94 113.1 3.24 6 3.27 125.8
Education 6.34 7.09 111.8 8.25 130.1 9.51 150.0 . 11.34 178.9
Engineering
Fine and Applied Arts

10.03
6.71

12.07
7.50

120.3
111.8

13.28

8.17
132.4
121.8 186.0442 1126°5.5°

23.37
9.16

.233.0
136.5

General Interest Periodicals 7.28 8.47 116.3 9.32 128.0 9.62 132.1.. 10.05 138.5
History 6.04 6.90 114.2 7.40 122.5

8
136.6. 8.95 148.2

Home Economics 6.45 7.56 117.2 7.94 123.1 10.2525 158.9 - 12.21 189.3
Industrial Arts- 6.87 7.59 110.5 8.14 118.5 8.98 130.7 9.57 139.3
Journalism & Communications 5.72 6.36 111.2 6.91 120.8 8.68 151.7 13.05 228.2
Labor & Industrial Relations 3.01 3.59 119.3 3.88 128.9 3.92 130.2 6402 200.0
Law 8.71 9.84 113.0 10.19 117.0 11.15 128.0 13.19 151.4
Library Scicncc 6.27 7.88 125.7 8.65 138.0 9.40 150.0 10.48 167.2
Literature & Language 5.38 6.15 114.3 6.88 127.9 7.45 1383 8.14 151.3
Math. Botany. Geology, &

General Science 15.30 18.11 118.4 20.06 131.1 22.63 148.0 26.99 176.4
Medicine 19.38 23.44 120.9 27.00 139.3 29.59 152.7 33.60 173.4.
Phiksophy & Religion 5.27 5.84 110.8 6.71 127.3 7.16' 135.9 8.12 154.1
Physical Education & Recreation 4.89 5.34 109.2 5.72 117.0 6.39 130.7 6.83 139.7
Political Science 6.18 6.72 108.7 7.23 117.0

.208187 114437.21

9.69 156.8
Psychology 14.55 17.12 117.7 18.70 128.5 23.17. 159.2
Sociology & Anthropology 6.11 7.31 119.6 114429:61 9.12 149.3 11.28 184.6
Zoology 13.39 16.86 125.9

197..2929
22.39 167.2 24.07 179.8

'Far comment on U.S. periodicals price Indexes, see the article in Library Journal, July 1973 issue, 'Trice Indexes
U.S. Periodicals and Seri& Services," by Norman B. Brown. For average prices for years prior to 1970, see previous editions of
the Bowker Annuah
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A. CLUES FOR THE IDENTIFICATION OF QUERIES TO BE

NEGOTIATED

Table5

Checklist for Identification of
Negotiable Queries

1. Is this the real query?

2. Is the subject of the query recognized?

3. Is the query statement unambiguous and complete?

4. Is the amount of information wanted specified?

5. Is the desired level of answer specified?

6. Is the query answerable in time available to

librarian?

7. Is the query answerable in the literature?

8. If there are potential constraints of language,

time period, geography, or type of publication,

are these constraints given?
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,TABLE 6

CHECKLIST FOR EVALUATING NEGOTIATION

Poor Negotiation

Librarian uses open questions in Librarian interrupts patron as he

the initial stages of negotiation. attempts to discuss his informatie

needs.

Encourages patron to discuss his

Information needs.

Summarizes or paraphrases the

patron's query to insure mutual

understanding.

Makes eye contact with patron.

Gives patron full attention.

Remains objective about the content

of the query.

Attempts to make patron feel at

ease.

Follows the patron's train of

thought.

Shows empathy for the patron.

Is aware of nonverbal clues.

136

Uses closed questions too early

in the interview.

Doesn't give patron full attention.

Reacts subjectively to the Content 0

the query.

Is too quick to state that the pen,

cannot be answered.

Provides an answer to the query

pr( lull, without thorough

co. eration.

Places patron on the defensive.

Exhibits uneasiness in working with

patrons,



EXERCISE FOR MODULE VII

QUERY NEGOTIATION

EXercise #1 - Identification of queries to be negotiated

The following requests for information represent either queries
that need to be negotiated or queries that can be answered without
negotiation. For each query statement either write in one or more
numbers corresponding to the reasons for negotiating on the checklist
for identifying queries to be negotiated which is included in this
package or check the "Does not need to be negotiated" column. WO
out examples are given for two queries.

.

Query Statements

EXAMPLES

Number(s) on
Checklist

A. I would like to learn about jet
engines. 3,4,5,8

B. When was the chemical element
'nickel' discovered?

1. What library programs does the
University of Illinois offer?

2. Who was the Nobel Prize
winner in 1974?

3. How do I use Index Medidus?

4. What was the highest selling
price for IBM common stock
last year?

5. How many books published in
the U.S. last year sold
fewer than 3000 copies?

6. What is the distance between
Princeton and Durham?

7. How many tons of wheat will be
produced in the U.S. next year?

8. I would like.publications
on the electoral college.

1 3-9

Does not haVe to ,

ber.negotiated
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Prepare a list of full professors
of English that are less than
35 yrs..old and are teaching
in Ivy League colleges.

10. I would like references on
the causes of economic
depressions.

11. / need John J. Mann's 1976
Scientific American article
on frogs.'

12. Haw many households are without
running water?

13. / would like to see a book
on Sociology.

14. What are adverse effects
of drugs on creativity?

15. What was the lowest temperature
in Chicago, Illinois on
January 12, 1972?

16. How many people in the U.S.
are vegetarians and hunt
animals?

17. Give me the name and address
of the U.S. Commissioner
of Patents.

18. Does the library have books
on physics?

19. What is the temperature
in Rome?

20. How many articles in College
and Research Libraries were
written by more than one
author in 1975?

139



EXERCISE FOR MODULE VII - QUERY NEGOTIATION

Exercise #2 - Practice in Query Negotiation

Each student should choose a partner for practice in negotiating

a query. You and your partner will tape record two indftidual

negotiation simulations: one in which you play the role of "patron",

and another in which }rem play the role of "librarian".

For ihe role of patron, you should develop a negotiable:query to

ask the librarian. -This query has two parts: (1) the query,you actually

ask the librarian (which may be vague, incomplete, misleading) and (2)

'the real query - wnat you actually want to know. The real query is not

Oreilented directly to the librarian except as a result of.successful

negotiation.by the librarian.

As thelibrarian, you should interview the patron as you would

In a real reference situation, attempting to determine the real'query.

When you haye'identified the real query the negotiation is complete.

You do not have to answer the.real query.

Instructions

1. Develop a negotiable query with its two distinct parts in mind. Hand
in a record of your query (real query and query as asked) when you
hand in your completed tape.

2. Tape both negotiations spontaneously (one time only) and write your
names on the tape before turning it in.

3. Assignment due
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Aripendix C

THE READING OF TABLES, GRAPHS, AND CHARTS



The Readin of Tables Gra'hs and Charts (Addition to answer selection chapter)

Robert Fairthorne, a mathematician who interests himself with problems of

librarianship, once said that librarians are typically literate rather than.

numerate. He bases this opinion on observations, confirmed by others, that

most librarians, have a background in the humanities and social sciences

rather than mathematics or science. Elementary mathematical:skills are needed

by a reference librarian for selecting answers to some queriea. Specifically,

s/he needs to be able to select answers from data (numbers with assiped-

meaning) presented in graphic form. -Such queries are asked in all-types of

libraries, not only in science and technology libraries. EximPles of such

queries include queries for. costs, measurements and'conversion factors:

Answers to such queries are typically selected from graphs. In soma cases

the patron will expect the librarian to merely locate a graOh ctintainigg the

requested information, preferring to select his answer for hiftelf. But fre-

quently the user will require the librarian's assistance-in selecting a

correct answer from the data presented in a graph. The four kinds of graphic-

presentations that you are likely to encounter will now be operationally

defined and exemplified.
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MID

Tables provide a systematic arrangement Of data in either columns:or rows.

Figure 1: Table
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Sample query: How many white families were headed by females in 1974?

Answer: 4,853,000 families.

Qualifications: As of March 1974, includes members of the Armed Forces living

off post or with their families on post, but excludes all other

members of the Armed Forces.

Source: U.S. Bureau of the Census, Current Population Reports Series P. 20 No. 276.

Citatios: Statistical Abstracts of the United States. U.S. Department of Commerce.
0 96th ed., 1975. p. 43.
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Line graphs show aow quantities, for example income or expenditure very over

time or other variable.

Figure 2: Line Graph
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Sample query: Was 1903 the year of highest expenditure for NASA1

Answet: No. If you'draw a line at right angle to.the data line (libelled 1960-1975)

from the point,beginning'with 1963, that line will intersect the curve at.

a point below its peak. The peak represents the year with the highest

expenditure. Therefore 1963 was not the year most money was spent for NASA.

Source: U.S. Bureau of the Census

Citation: Statistical Abstracts of the United States. U.S. Department of Commerce.
96th ed., 1975. p. 547.
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Bar graphs provide comparisons among data, for example, averageocost of periodical

subscriptions during different years. The bars may be

horizontal.

Note that the same data may lie presented either as a table or a line

graph, or a bar graph.

vertical or

Figure 3: Bar graph

Fig. 4-1. FOUR YEARS OF HIGH SCHOOL OR MORE COMPLETED DVADULTS;

1950 to 1974
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Sample query: What percentage of all persons 25 years or over had four years of

high school or more education in 1960?

Answer: About 40 %. Take the bar marked "All races" for 1960 and measure its

length on the percentage scale at the base of the graph. The bar ends

about two thirds the disiance between 30% and 45% hence the answer is

approximately 40%.

Source: U.S. Bureau of the Census

Citation: Statistical Abstracts of the United States. U.S. Department of Commerce.
96th ed., 1975. y. 109.
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Circle graphs, sometimes called pie charts, show how data are divided among

component parts (how the pie is cut up).

Figure 4: Circle graph
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Sample query: What percentage of aliens were naturalized in 1974 as a result of

being children of U.S. citizens?

Answyr: 5% of persons naturalized in 1974.

Source: U.S. Immigration and Naturalization Service.

Citation: Statistical Abstracts of the United States. U.S. Department of Commerce.
96th ed., 1975. p. 96.

You may be asked to take this query a step further by giving the number of

people so naturalized. Since the total number of naturalized citizens for 1974 is

131,655 (given on the chart), 5% of that would be 6,582. This is obtained by

either dividing 131,655 by 20 or multiplying 131,655 by 0.05. Disregard numbers to

the right of the decimal point. FractIons of people do not count.
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Graphs are used to present information in a concise form. As the old saying

goes, a picture is worth a.thousand words. There are a few guidelines to keep

in mind when selecting answers from graphs. These will now be given.

Guidelines for Selecting Answers from Graphs

1. Read the graph heading and explanatory notes before selecting information from

it. This is essential to the selection of the correct answer from the graph.

. Select answer from the correct portion on the graph. Avoid errors in copying

numbers. It is good practice to double-check your answers when you have

recorded them te avoid copying information from the wrong

and/or to avoid errors of number transposition.

If the .desired answer is not on the graph a "near" answer

portion of the graph

may be acceptable.

For example, if the average cost.of.books published in the U.S. during the

last year is not ih.the graph, suPply the latest cost given in:the graph.

4. Qualify the numeric answer with all of the necessarY inforMation given in.

the graph. That inéludes information in the heading as well.as explanatory

notes that may be anywhere in the graph. For example, if the temperature

during a given month in a particular city is requested, copy the uait of .

measurement (degree Fahrenheit or Celsius), whether it'is the average, high,

low temperature, where the temperature was taken, and any other-qualifications
_

given in the graph.

5. Give source of information when stated. The source may or may not be given in

the answer-providing tool. When given, it is usually either after the chart

heading or as a footnote. The source of the graph is the individual or agency

responsible for the collection of data, e.g., the U.S. Census Bureau. The

citation gives the document where the information is contained, e.g.,

Statistical Abstracts of the U.S. The patron may want to refer to the original

source for further information, or-to consider it in estimating the reliability

of the data in the graph.
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In some case', numbers on the graph need to be converted. For example, a

percentage figure might have to be converted into number of units. Thia is

done by simple multiplication or division.

Example:

Conversion of 20% of 4,000 into number of units by:

(a) Multiply 4000 x 0.2 = 800

(b) Division 4000 divided by 5(1/5) - 800

Another example of conVersion of percentage figure into nUmber:of Units is

'given with the sample query for Figure 4.
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MODULE VT: ANSWER SELECTION.

Query: How much has the weekly grocery bill increase&for a family,of four
(with two children under five) since 1965?

Answer:

Determine the correct answer from the table below.

a. $20.20

b. $28.10

c. $49.60

d. $17.40

N0. 691. VEr,KI.y FOOD COST FOR FAMILIES, II y TY rm OF FM31 : 1965 'TO. 1974
:In dollars. M of lieernila.r. Based on moderate-cell 1ood assumes all menls are eaten nt ittlItle or taken front"'

home]

ra %lux net: 1965 1967 190 1969 1970 1971 I 1973 19731-74"..- ___. - ----- _.- _ 1-- _

20.90Couple, 20-3.5 years old _ , 20: 20, 21.60 23.10 24. 20 I 25. 40 30. 80 31. 40
C*0111111., 5.5.7i years old . 17.20 17.60 17.09 19.40 10.40 20. 20 I 21.20 25.70 I 2t 40

ICouple v. ith children:
1

1 child, 1-5 3tJSflhl1 10 23.90 28.8fl{ ?.F. 70 2%, SO 30.00 I 31.40 3s. 20 I 42.5.1
I ch 0d. 15-Is yeal . 29,30 29.90 9t1 33. 30 33.30 35. (10 30. 60 44.4" I 40, 40
2 L11091. 1-5 years . 29.40 3O.30 31. 41) 33.60 33.70 3.5. 10 36.6d 41.70 ; 40.60
2 children. 6-11 years Did 34. l &5. 00 35 pi 39. in 39.29 40. 42. so h2. no I 54. 10;
2 chi:then, 12-16 par:, 37. To 38.40 39. NI 42.911 42. IK! 44. 90 47.10 57.10 c3. 60,

. _ .

Sourre71',9 Agriultural Reseal h Srvlis , unnuldWii:d data.
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MODULE VI: ANSWER SELECTION

Query: By about what percentage did domestic waterborne commerce increase
during the years 1950 to 1970?

Answer:

Determine the correct answer from the graph below.

i.-About 300%

b. About 46%

c. About 33%

d. About 20%

1114.22.2.WATERBORNECOMMERCEOFTHEUNITEDSTATES:1950to1973
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MODULE VI: ANSWER SELECTION

Query: Property taxes represent what percentage of a state's revenue?

Answer:

Determine the correct aaswer from the graph below.

a. 2.1%

b. 21%

c. 79%

d. 18%

248 State and Local Finances and Employment
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MODULE VI: ANSWER SELECTION

,Query: In 1974 what was the least expensive metropolitan area in which
i retired couple could live?

Answer:

Select the correct answer from the table below.

a. Austin, Tex.

b. Baton Rouge, La.

c. Baltimore, Md.

d. Dallas, Tex.

Living Costa 427

No. 694. "URBAN INTERMEDIATE BCDOET TOR A 4-PERS0N FAMILY AND A RETIRED
COUPLE.-TOTAL Coat 1967 TO 1974, AND FOR SELECTED METROPOLITAN AREas:
1974

PS disibre,tiCevisiernist.13aard on =tam prices. 4.2veson bray budget refers to annual cost at latiatennediata
level of living for a fetidly comprising a alyeaeold employed husband, wills not employed outside the home.
lbyear-oid eri., and 13-year-old boy; retired =pis refers tots husband age 115 or over and his wile]

ARIA

eon 106 4-221039 UMW con sou RIMED OM=

Total Food Hous-
ing 1

Trans-
WAX-
Uon

Other Total rood, Haw- ports-
Uon

Other 1

1967. Urban U.S
Peri ent

9,076
100.0

2,105
=.2

2.230
24.6

892
9.8

3,849
42.4

3 sir
Ibo.9

1,018
27.2

I 330 312
9.9

1.097
01. 4

1370 Urban r
itment ........

10,664
100.0 2/131.0

2,501
.14.5

912
8.6

4,799
45.0

4.489
100.0

1,220
27.2

1.564
34.0

413
9.2

5,802
29.0

1173. Urban U.13
Percent

11,448
109.0 2gt 2it!:

979
8.6

1,964
43.0

4,778
1100.0

11 256
/kJ

11 873
410

1 438
$9.2

I 410Ills
1973. Urban 13.8 12.628 3.183 2,008 1,014 5,521 14,987 11.3213 11, 745 1418 1,446

Percent 100.03 25.2 23.0 8.0 43.7 1100.0 28.7 15.2 9.0 123.1

1971. Urban U.S 11,333 3,546 3,236 1,111 5,373 13,414 man 11 1139 163 1,814
Percent 100.0 24.8 22. 6 8.2 44.5 1100.0 1 29.5 1i4.0 18.5 825.0

Nonmetropolitan meas.
MettoPatitan WAS I

12;945
14,844

3. 5321 2,82/1 1,158
1,174

5,638
6,544

4,70
8.637

1,638
1,620

1,397

1.966

439

469

1,374

1.582
Atlanta. 13,099 3.444 2.615 1,165 5,871 035 1,569 1,419 481 1,516
Allatin, Tex 12,312 3,147 2,472 1,218 5.551 914 1,449 1,500 188 1,479
Batten/kid, 13,000 3,233 2,874 1.192 5,899 5,161 1.489 1,264 491 1,497_Calif
Baltimore, Md 14,398 3,471 2,927 1,187 6,833 5.237 1,653 1,633 507 1,061
Baton Rouge, La 12,9113 3.461 2,827 1,171 5,668 4,788 1.553 1.283 468 1,434

Bodin, Mass 12,725 3.829 4,456 1.181 7,257 6,415 1,744 2,626 434 1,611
Buffalo, N. T 13,364 3,867 3,522 1,267 6.908 5,916 1,859 2,124 555 1,578
Cedar Rapids. Iowa 14,092 3,151 3.198 1,197 0,546 5,350 1,4436 1,891 486 1,646
Champaign-Urbane, 111 14,587 3, 423 3, 441 1.202 6,519 5,620 1,585 1,949 496 1,598
Chiesro, 111.-Northwestern

Ind:ana 14,797 3.563 3,492 1,215 8,527 5,526 1,818 1. 908 441 1,573

Cincinnati, Ohlo-Ky.-lnd 18,753 8,525 2,088 1,206 6,034 5,111 1,663 1,581 430 1,457
Cleveland, Ohio ......... 14,617 3,41141 3.488 1,203 6,423 5,577 1.548 1,942 529 1,556
Dallas, Ter 12,917 3,030 124 732 1,226 5,739 5.915 1,431 1,587 501 1,203
Dayton, Ohio. 13,391 3.519 Z 5.2 1,154 5,893 5.158 1,559 LC= 013 1.494

Denver, Colo 13,100 3,374 2,804 1,164 6,274 5,0,0 1,527 1,711 489 1,533

Deft% MINI 14,390 3,594 3,251 3,162 6,333 5,484 1,239 1,783 MO 1,652
Durham, N.C. 13,927 3, 382 2.990 1. 127 0,403 5,140 1,519 1,645 479 Leg
Oreen Day. Ww. 14,1130 3,167 3,219 1,165 6,64 5,273 I, 41U 1.795 480 1.586
Hartford. Conn 15,011 3.841 3,601 1,304 0,552 6,170 1,745 ?, 195 563 1,607
Honolulu, Hawaii. 17,019 4,150 4,070 1* 3°7 7,492 6,033 1,834 1.995 2.23 1,582

Houston, Tex
Indianapolis, Ind

12,872
14.123

3.403
3,893

2,205
3,199

1, 195
1,297

5,529
6,231

5,039
5,551

1,527
I, 5613

1,5/2
1,17.2

426
529

I, J52
1,644

Kansas City, Mo.-gans 13,939 3.531 2,891 1, 220 6,264 5,416 1,579 1.743 5.2 1,571
Lancaster, Pa 14.130 3,71s 2,954 1, 167 6,234 5,813 1,637 1,667 488 1,503
Los Angeles-Long Beach, Calif. 14,068 3,2' 3,111 1,192 6,313 5,496 1.606 1,899 625 1,556
Milwaukee, Wis 15,024 3,801 3,528 1,173 7,024 6,487 1,490 1,941 517 1,539
Minneapolls-St. Paul, Minn.- 14,917 3,420 3,082 1,166 7,258 5,444 1,512 1,846 491 1,657
Nashville, Tenn 12,906 3,241 2,03 1.172 5,700 5,199 1,489 1,072 425 1,543
New York, N.Y.-Northeast-

ern N.l 18,648 4.099 1,072 1,035 7,392 6,353 1,822 2,583 214 1,224

Orlando. Fla. 12,864 3.240 2,809 1,158 5,597 5,055 1,431 1,672 480 1,472
Philadelphia. Pa.-N.J. 14,757 3,896 3,095 1,107 6,659 5,068 1,731 1,995 405 1,537
Pittsburgh, Pa 13,878 3.619 2,853 1,130 6,221 5,448 1,649 1.789 501 1,527
Portland, Maine 14,691 11.788 3.429 1,219 6,290 5,625 1,694 1,934 642 1,525
St. Louis, 210.-111. 13,359 3,570 2,991 1,247 6,00 5,375 1,017 1,721 656 1,481

Son Dirao, Calif 13,977 3,123 LOC 1,238 8,354 5,304 1,470 1,810 510 1,314
Frainisco-Oskland, 15,127 3,578 3,593 1,225 8,781 5,919 1,557 2.145 44.3 1,852

Peot He-Everett, Wash. 14,487 3.537 3,430 1,201 0.249 5,724 1,815 2.030 499 1,580
Washington, D.C.-Md..Va 15,035 3,671 S. 384 1,211 6, PJ9 5,818 1.656 1,877 322 1,663
Wichtta, Nana 13,302 4972 2.586 5,194 5.270 5,200 1,482 1,730 493 1,493



MODULE VI: ANSWER SELECTION
12

Query: What has been the percentage of increase in to'al expenditureS on
education since 1960?

Answer:

Determine the correct answer from the graph below.

a. About 852

b. About 1002

c. About 275%

d. About 340%

Fig.4-2.PUBLICANDPRIVATESCHOOLENROLLMENTANDEXPENDITURES:
19601o1975

ISee tables 178 and 1771
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Source. Cho I pcsoennl by U.S. Some of the Comet. Data horn U.S. Sumo of 'The Cows met U.S. Office of Edeophon.
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ME VI: ANSWER SELECTIGn

Query: What is the current rate of suicide in the U.S.?

Answer:

Determine the correct answer foam the graph below.

a. 13 per 100,000

b. 15 per 100,000

c. 16 per 100,000

d. 29 per 100,000

bow Enfomment, leederni COurts, and Prisons 149,

54. NrCIDE AND SUICIDE RATES: 100516 1973
an WO,

Fisw pw 100.000 population

20
!Ite$T.10,9simm*Ammn

2p

0
WM WA 1957 1968 1869 1970 1971 1972 1873

Sower abort primed by IL& bureau of Ow Comm Das from Os Publls Hai* loatities.
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MODULE VI: ANSWER SELECTION 14

Query: Approximately how many people traveled on airlines ih the United
States during 1970?

Answer:

Determine the correct answer from the graph below.

a. 150 million

b. 7 billion

c. 1600 million

d. Answer cannot be deterMined from graphs

TransportationAir and Wator

Fig. 22-1. DOMESTIC SCHEDULED AIR CARRIERS REVENUES, MILES FLOWN,
AND PASSENGERS CARRIED: 1900 to 1973

(See tsbnØ89and 993)
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MODULE VI: ANSWER SELECTION

Query: About how many farms are there in the United States today compared
with 25 to 30 years ago?

Answer:

Determine the correct answer from the graph below?

15

1940

950

1900

1970

1973

1474

a. 2.7 million

b. 5 million more

c. 3 million less

d. 1.3 million less

Agricultun

3 'ono

. F1. 234. CHANGES IN FARMING:- 1940 TO

4t2kilakii
Aaikkaakkfitag

10)Q06a0,
,

2 3 5

Fyn 713 (minions)

1940'

1950
t

1970

1973 4,7
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MODULE V

Query:

Answer:

Determine the correct

: ANSWER SELECTION

The birth rate in Puerto Rico declined during the years 1965 to 1973
by what percent?

7%

b. 17%

c. 23%

d. 29%

Rate

50

40

30

20

10

answer from the graph belay.

Fig. 31-2. BIRTH AND DEATH RATES FOR PUERTO RICO: 1965 TO 1973 .*
Diate Tot LOW population. Soo %bit IVO

Fate

Infant death rate
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sot.rev. mei omporri tw US. Burma of rho Comm Dom from tf.E. National Comer for IWO gloMher.
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MODULE VI: ANSWER SELECTION

Query: How many more married women are in the U.S. labor force at the
present than were employed in 1950?

Answer:

Determine the correct answer from the table below.

a. 12,561

b. 21,111,000

c. 12,561,000

d. 1,256,100

Employed Women 347

No. 565. MARRIED WOMEN (HUSBAND PRESENT) IN THE LAsoo FORCE, BY Aar
AND PRESENCE 07 CHILDREN: 1950 ito 1975

IBS IMINIIIIIIIM. Osumi Forami n.., ... Fn..... .........,... ...... ,-,,- .,- -
also iligolasi Bleadia, Colonial Then to 1070. skin D 03-74)

MN DM 1212 nee : nos 1072 um
,
inv. pre r 1,751

/Rewind erweseet.ImAssIdprenent.
With no children under 18 yr. old_
With cldidren 6-17 yr. old only.: ..
With children under 6 yr. old__
.

A.Au with children 6-17 yr. old..
PERCENT LAM* TON=

rAmtwADONI
Married amen. Mamboed present.
With no children under II yr. old.
With children 6-17 yr. old only._
With children under 6 yr. old. ...

Aka with children 11-17 yr. old..

2.5211 111,423 13.213 14.70$ 15.371 DAM/
8,797
6,702
3,7,M
1,732

41.3

11,151

9,101
6.658
4,050
1,735

42.2

35.857
9,265
6, TN
4,210
1.1167

43.11

21,111
9702
6.072
4,437
1, t54

44.4

4,946
2,205
1,09

651

I

..23.3

5,227
3383
2,012
1,056

27.7

a, 002
4,(67
2,474
1.351

32.11

6. 755
4.221
3,117
1.700

34.7

5,1: s
6,289
3,914
2,040

41.2

30.3
28.3
11.9
'.) 5

317
24.7
16.2
17.3

34.7
89.0
38.8
IL 9

38.2
42.7
23.3
22.8

42.2
49.2
213
80.5

42.7
50.2
XX 1
29. 1

42.3
50.1
33.7
10.9

43.0
51.2
SC 4
32.9

-"'

43.9
52.4
326

I 34.2-
1972-1975 data not comparable with earlier years due to the we 071970 mum data Ifl
Marrkd women In the labor Ems as percent of wanted women In the population.
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Answers to MODULE VI : ANSWER SELECTION

(a) $20.20. Daca are given up.to 1974 only.

2. (b) Approximately 46% increase.

3. (b) 21%.

4. (b) Baton Rouge, La.; $4788.

5. (d) Approximately 340% increase. (1960=25 billion, 1974=110 billion)

6. (c) About 16 persons per 100,000. No data more current than 1973.

7. (a) About'150 million passengers traveled on scheduled domestic airlines.

8. (c) About 3 million less. (1950=5.7 million., 1974=2.7 million)

9. (a) Approximately a 7% decline. (1965=30, 1973=23)

(1950..650, 1970=950)

10. (c) 12,561,000 more than in 1950. 1975 figures are an estimate based on
1970 census.
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Appendix D

"THE WAY TO NEGOTIATE"

Script for a Videotape

Prepared
by-

Dr. Judith Braunagel
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VOICEOVER: Begins as titles are shown, if necessary continues
as the camera focuses on the reference librarian, sitting
at the reference desk, working with papers, etc.

This videotape contains two simulated reference interviews

between a reference librarian and library patrons. The5e

simulations are meant to illustrate strategieS of query

negotiation of varying effectiveness, by showing decision-

making points and s?ecific interview techniques. The first

interview illustrates poor techniques of query negotiation,

while the second shows elements in a well-negotiated query.

Viewers shou/d supplement the material on this videotape

with the negotiation stencil and negotiation checklf.st.
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;Patron. Sitting down next to HI, NED. HOW ARE YOU DOING ON

.Ai:friend at a study table. &AT PAPER?

Friend

Patron 1

-Friend.

Patron I

Friend

ALMOST HAVE IT DONE HAVE YOU FINISHED:

YOURS' YET?

NO, I'VE HARDLY STARTED.

WHAT HAVE You BEEN DOING? IT'S DUE

NEXT WEEK!

KNOW, I KNOW. BUT:I'VE BEEN GETTING

:SLEEPY EVERY NIGHT AFTER I GET HOME

FROM WORK AND I HAVEN'T FELT LIKE WORKIB

ON IT.

WHAT'S THE MATTER? wxy CAN'T YOU STAY.!::,

-*AWAKE?.

Patron I WELL IT COULD BE SOME NEW MEDICINE I'VE

BEEN TAKING . . .

Friend WHAT ARE YOU TAKING?

Patron 1 Hesitantly. I WASN'T GOING TO TELL ANYBODY 'CAUSE

I DON'T WANT MY PARENTS TO FIND OUT BUT

THE DOCTOR PUT ME ON TRANQUILIZERS --

VALIUM!

Friend WHY DON'T YOU ASK THE DOCTOR ABOUT.IT?

Patron I PROBABLY WILL, BUT, I HATE TO SPEND

ANOTHER $15 TO GO IN TO SEE HIM IF THE

VALIUM ISN'T CAUSING IT AND IT'S JUST MY

LAZINESS,

Friend WELL, WHILE WE'RE IN THE LIBRARY WHY

DON'T YOU LOOK VALIUM UP AND SEE IF IT

COULD CAUSE DROWSINESS. IF IT CAN, THEN162



'Friend

COULD GO IN AND SEE YOUR DOCTOR ABOUZ

GETTING A NEW PRESCRIPTION.

THAT'S A GOOD IDEA.. WHERE SHOULD

LOOK, THOUGH?

I DON'T KNOW.' MAYBE IT WOULD BE LISTED

IN CHEMICAL ABSTRACTS.

Librarian He/she is writing and

working with shems of paper.

Patron 1 Wanders past the desk,

obviously confused about using the

:library

'Albrarian Does not look up at

patron.

Patron 1 Appr9aches the desk

'hesitantly. EXCUSE ME. . . .

Waits for a:few moments, but

'librarian does not notice him.

'Librarian Continues to glance at YES, MAY I HELP YOU?

the Papers she/he was working on.

Sits Slumped in chair.

l'aitron 1 DO YOU HAVE CHEMICAL ABSTRACTS

'librarian :YES, WE DO. IT'S ON INDEX TABLE H.

'Patron 1. Goes to find Index Table

8.

latiOU 2 Akpproaches desk.

Librarian 163

HAS THE NEWEST SCIENTIFIC AMERICAN COME IN

YET? I DIDN'T SEE IT ON THE SHELF.:

PROBABLY NOT. IT USUALLY DOESN'T COME IV

:MOTT' MEM run Ar



Patrcn 2

Seems disappointed, walks away.

Patron 3

Librarian
Testily. Speaking as if

by rote.

Patron 3

Librarian

Points, but does not

look up.

Patron 3

Wanders off uncertainly.

Patron 4

Librarian

Reacts to the question with
uneasiness and is slightly

offended.

TUrns away.

Patrpn 4

DLscouraged

161

OH. O.K., THANKS.

WHERE ARE THE COPY MACHINES?

GP PAST THE CARD CATALOG, TO THE LEFT,

AND DOWN THE STAIRS. THEY"RE IN THE

FIRST ROOM TO THE RICTT.

WHICH WAY IS THE CARD CATALOG? I'VE NEVE

USED THIS LIBRARY BEFORE.

OVER THERE.

/ NEED SOME HELP. rom DOING RESEARCH
ON WALT WHITMAN, AND I WANT TO LOCATE AN
AVAILABLE MATERIAL CONCERNING THE EFFECT
OF HIS HOMOSEXUALITY ON HIS POT:TRY.

WELL, I DOUBT THAT TOO MUCI HAS BEES
WRITTEN ABOUT THAT. WHY DON'T YOU LOOK
IN THE CARD CATALOG UNDER WALT WHITMAN;
THERE MAY BE SOME BOOKS ABOUT HIS POETRY

LISTED.

I'VE ALREADY CHECKED'THE BOOKS IN THE

CARD CATALOG. NONE OF THEM DISCUSS HIS
HOMOSEXUALITY IN ENOUGH DETAIL. ISN'T

THERE SOMEWHERE ELSE I COULD LOOK?



Librarian

.cSomewhat anxious
to end the discussion. I DOUBT THAT WE HAVE ANYTING IN OUR

COLLECTION THAT WOULD GO INTO THAT. WHY

DON'T YOU TRY THE STATE LIBRARY?

Patron 4

DisapPointed WELL, I GUESS I'LL HAVE TO TRY THAT.
THANKS FOR YOUR HELP.

Patron 1

Passes the reference desk again,
on his way to leave the reference
section of the library.

Librarian

Staying behind the
desk: almost has to shout for
the patron to hear since he's
several feet away. DID YOU FIND WHAT You WANTED IN CHMICAL

ABSTRACTS?

Patron 1 NOT REALLY BUT IT's NOT THAT IMPORTANT...

Starts to leave.

Librarian WELL, MAYBE r CAN HELP you. WERE
YOU LOOKING FOR INfORMATION ON,A CHEMICAL?-7

Patron 1

Olpening up a
jiels hoping may,., shk.

can helihim.

Librarian

Patron 1

Librarian

NO, NOT REALLY...

WHAT WERE YOU TRYING TO FIND?

X WAS LOOKENG FOR SOME INFORMATION ON DRUGS.,.

PERHAPS YOU DIDN'T USE THE RIGHT SUBJECT
HEADING. DID YOU LOOK UNDER THE WORD

165 "DRUGS" pit SOME orrp Tum?



Patorn 1 WELL, ACTUALLY, I COULN'T FIGURE OUT HOW.

TO USE IT. '

Librarian

Patron 1

Ildicates he's about
tc.leave.

WOULD YOU LIKE ME TO SHOW 'iOU?

NO, I DON'T REALLY HAVE TIME TO TRACK.
DOWN ANY ARTICLES NOW ANYWAY.

Librarian WELL, FdESIBLY Ft COULD FIND THE INFORMA
YOU NEED SOMEWHEREELSE. ARE:YOU
WRITING A TERM PAPER?

Patron 1

Seems like he
is about to tell
her what he's really
trying to find out.

Lillrarian

Imterrupting him.
She's getting
impatient.

Patron 1

Getting defensive.

Librarian

iNtron 1

librarian

Ignoring the hint
toward the real
query.

NO, I JUST....

WELL, IS IT FOR A PAPER pR FOR SOMETHING
ELSE?

I JUST NEEDED TO 1:1;;;J OUT ABOUT THMI.

4TV NUCH INFORMATION DID YOU WANT ON
DRUGS?

NOT MUCH. JUST ENOUGH TO KNOW A LITTLE
ABOUT THEM: THEIR SIDE EFFECTS AND ALL.

IiVE COT A BOOK HERE ON THE READY I

REFERENCE SHaF THAT HAS INFORMAr...0ii. ON
1 66 DRUGS. WRY DON'T YOU LOOK AT TT.



Patrorl 1

-6-

Takes the book to another table.
Flips through the book, 39oks at
the index under Valium. When he

.sees the librarian isn't looking,

he gets up and leavs the book
on the table. Goes out.
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Well-Negotiated Query

Patron

Walks slowly past the
reference desk, hesitates as
if considering asking a question,
but starts to walk on.

Librarian

Looks up, puts dowil papers
s/he was handling.

Patron

Uneasy; he didn't
really want to
disturb the librarian

COULD I HELP YOU?

I JUST WANTED TO FINIr'THE COLLEGE
CATALOGS.

Librarian THEY ARE OVER HERE.

Gets up from behind
the desk and walks a
few steps toward them.

Patron
Easing up a
little bit -
the librarian
might be able to
help him after
all.

Librarian

Sensing his need
for further help.

Patron

DO YOU WANT TO LOOK AT.ANY
SPECIFIC MALOG?

CARNEGIE-MELLON, I THINK.

HERE IS THE CATALOG FOR CARNEGIE-
MELLON. WHAT TYPE OF INFORMATION,
ARE YOU INWRESTED IN FINDING?

I NEED TO LOOK UP THE 'NAMES OF TWO
1 6S

PROFESSORS: FUGOSSX P1D CONROY.



Librarian WHAT DO YOU WANT TO KNOW ABOUT
THEM?

Patron .WELL I NEED TO KNOW WHICH OF THEM
SPECIALIZES IN PROPERTIES OF COAL.

Librarian
Nods and indicates
attention

Patron

Frustrated,
because he doesn't
feel he has enough
information to
find anything out
about these people

Librarian

ACTUALLY, I'M NOT EVEN SURE IF THEY
WORK AT CARNEGIE-MELLON OR
SOMEWHERE ELSE.

PERHAPS WE CAN ALSO LOOK FOR THEM
IN ANOTHER SOURCE IF THEY'RE NOT
LISTED IN THE CATALOG. YOU WOULD
LIKE TO KNOW WHICH OF THESE TWO
IS A SPECIALIST IN THE PROPERTIES
OF COAL?

Patron YEAH.

Librarian IS THERE ANYTHING ELSE YOU'D an
TO FIND OUT ABOUT THEM?

Patron

Librarian

Patron

WELL, I SHOULD PROBABLY READ A
COUPLE OF ARTICLES BY THE ONE
WHO'S THE COAL SPECIALIST.

ALL RIGHT, WE CAN TRY TO FIND
SOME ARTICLES. WHAT TYPE OF
INFORMATION ARE YOU HOPING TO
FIND IN THE ARTICLES?

I'M TRYING TO WRITE A PAPER FOR
MY GEOLOGY CLASS, AND THE PROFESSOR
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Librarian

Patron

Librarian

Beginning to
realize that he
was not asking
for what he
really needed.

Patron

Pleased that
s/he may be
able to help
him even tho
he didn't have
very much information
to give her.

Librarian

Patron

Librarian

Patron

SAID THIS cIN AT CARNEGIE-MELLON
IS REALLY WELL KNOWN AND I COULD
USE HIM AS A REFERENCE.

WEAT IS YOUR PAPER ABOUT?

IT'S ABOUT COAL FORYATIONS.

THEN YOU'D LIKE TO READ THE ARTICI
BY THIS SPECIALIST TO GATHER
MATERIAL FOR YOUR PAPER?

YES.

gm= YOU USE INFORMATION ABOUT
tOAL FORMATION FROM OTHER SOURCES
AS WELL?

OH SURE. MY PROFESSOR WAS JUST
TRYING TO HELP ME GET STARTED ON
THE PAPER.

WE CAN FIND SOME INFORMATION ABOUT
'COAL FORMATION IN SOME ADDITIONAL
SOURCES THEN. HOW WILL YOU BE
TREATING CCAL FORAMTIONS IN YOUR
PAPER?

IT WILL BE ABOUT COAL FORMATIONS.
IN THE SOUTHEASTERN UNITED STATES.
I NEED TO TELL WHERE THEY ARE
AND HOW LONG 'THEY WILL LAST.

Librarian WILL YOU COVER ANYTHING ELSE IN
YOUR PAPER?170



Librarian

ratron

Librarian

Gets a book from
the ready reference
shelf next to the
desk.

Patron

Happy to have
something to
start working
with

Librarian

Patron

Librarian

/1

THAT'S ALL. I JUST HAVE TO TELL,
HOW MUCH COAL THERE IS IN THAT
REGION AND HOW LONG IT WILL
PROVIDE US WITH FUEL FOR THE.
REST I'M SUPPOSED TO WRITE MY
OPINIONS ON USING IT WISELY.

SO, YOU NEED TO HAVE DATA ON THE
LOCATION AND AMOUNT OF COAL RESERVES
IN THE SOUTHEASTERN UNITED STATES?

YES, THAT'S.RIGHT.

THIS BOOK SHOWS THE RESERVES
IN 1974. IS THAT CURRENT ENOUGH
FOR YOUR PAPER?

YES, THAT WILL DO FINE.

WOULD YOU STILL LIKE INFORMATION
ABOUT OR ARTICLES BY THE COAL
'SPECIALIST AT CARNEGIE-MELLON.

NOT NOW ANYWAY. I MAY BE ABLE TO
DO THE PAPER WITHOUT IT.

I'LL LEAVE YOU WITH_THIS BOOK THEN.
IF YOU NEED ANYTHING ELSE PLEASE ASH.

Patron O.K., THANKS.
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GOOD NEGOTIATION, POOR NEGOTIATION

Librarian uses open questions in the
010116MIMPAYM...

Librarian interrupts patron as he attempts to

initial stages of negotiation discuss his information needs

Encourages patron to discuss his Uses closed questions too early in the inter-

information need view

Summarizes or paraphrases the patron's Doesn t give patron full attention

query to insure mutual understanding

Makes eye contact with patron
monmiodpftala.M1

Reacts subjectively to the content of the query

*

, Is too quiok.to state that the query cannot be

Gives patroa full attention answered

OWMW4 Remains objective about the content of Places patron on the defensive

the query

NIPOINMAII

wiNOMIII11
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Attempts to make patron to feel at ease

Follows the patron s line of thought

Shows empathy for the patron

Is aware of nonverbal clues
.

Exhibite uneasiness in working with patron
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Appendix E

A SURVEY OF REFERENCE QUERIES

ANSWERED IN PUBLIC LIBRARIES

Gerald Jahoda, Miguel Menendez,
Afarin Sharavan and Vicki West

School of Library Science
Florida State University

August 1976

ABSTRACT

A preliminary analysis is given of 1658'reference queries
answered in 27 U.S. public libraries in 1976. The queries
are grouped according to an indexing scheme developed
for teaching the message selection step of the reference
process. About four out of ten queries were for general
background on a subject, about a third of the queries were
for facts other than publication facts, one out of ten
queries were about specific publications and the remaining
queries were about words or phrases, their meaning,
translation, or use.

This study Was supported with U.S. Office of Education Grant
MEG-0-75-00619.
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A SURVEY OF REFERENCE QUERIES
ANSWERED IN PUBLIC LIBRARIES

n 1976, a number of public libraries in the United States were

asked to submit records of queries answered during a week or less. The

objectives of this survey were to collect queries for use by students

in reference coursg-,, and for studying search strategy used in answering

reference queries. The preliminary analysis of the queries may be of

interest to both participating librarians as well as others and that is

the reason for this report.

EA February 1976, 64 U.S. public libraries serving populations of

100,000 -667500,000 were asked to submit records of 60 to 75 queries

answered during the period of a week or less. Records of all queries

except directional ones were asked to be submitted. For each query

submitted, the library was to record on a form the query as originally,

received, the negotiated query as answered (when applicable), and the

answer and/or bibliographic citation provided. The initial letter with

instructions for completing the form, and a copy of the form are given

in Appendix A and B respectively. The libraries were selected from the

1974-1975 American Library Directory (1). Sampling was started on page

five of the Directory and continued every fifth page to the end of the

volume. A library was selected if it met the criteria for being a public

library servIng a population of 100,000 to 500,000 and if its entry started

on the sample page. One public library that met the sampling criteria

was excluded because it participated in another survey at the time of our

study. Twenty-eight public libraries agreed to participate in the survey

and 27 out of the 28 libraries sent reccrds of 1787 queries. Of these

1787 queries, 38 directional queries, 22 queries that were incompletely

(1) R.R. Bowker Co., New York, 1974.
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recorded, and 69 queries that were unanswered had to be discarded, leaving

a total of 1658 usable queries.

Query Indexina

The 1658 queries are indexed by a schene developed as part of a project

designed to teach the decision-making steps in the reference process. The

reference process is divided into the following decision-making steps:

(1) Message selection from the query statement

(2) Identification of queries to be negotiation and query negotiation

(3) Selection of types of answer-providing tools

(4) Selection of specific answer-providing tool with the aid of

lead-in tools

(5) Selection of search headings

(6) Selection of answer

In the message selection step, key words or phrases in the query

statement are selected with the aid of broad concepts called "wanted

descriptors" and "known descriptors." Message words are divided into

two broad categories: words that identify what is wanted and words that

identify what is given or known. For example, in the query statement

"What is the home address of Presidential candidate Jimmy Carter?" ,

"home address" identifies what is wanted and "Presidential candidate

Jimmy Carter" identifies what is given or known in the query. These

wanted and known terms in query statements have, in turn, been translated

into the broader concepts of wanted and known descriptors. In the above

example, the wanted descriptor i "addresses" and the known descriptor

is "persons." The list of wanted and known descriptors is reproduced in

Table 1.

In Table 3, the 1658 queries collected are first grouped by wanted

descriptors. The wanted descriptor is given in all capital letters in

the center of ehe page. The second breakdown is by known descriptor which
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TABLE 1

LIST OF WANTED AND KNOWN DESCRIPTORS

WANTEDS (Types of Expected Answers)

Dates (specific dates)
Events (involving people)
Illustrations
Numeric information

a. properties (scientifically measured)
b. statistics (involving counting) and other

Organizations
Persons

Addresses and general locations
Publications
a. citations (including bibliographies)
b. document locations

c. verification or completion of bibliographic data
Terms or subjects
a. abbreviations
b. words, phrases, definitions
c. abstracts, annotations, recommendation of publications
d. general or background information

Unspecified or other

KNOWNS (TyPes of Access Points)

Abbreviations
Dates (specific dates)
Events (involving people)
Illustrations

Organizations (specifically named; includes corporate authors)
Persons (specifically named; includes authors)
Places

Terms or subjects (other than specific types already listed)
Titles of publications (specifically named)
Unspecified or other



is labelled as such. The third breakdown is by sub-caegory within

known descriptor, again labelled as such. F/Jr each of the three

categorieG wanted descriptors, known de:icriptors, and sub-categories

both the number pf queries and the percentage of the,total number of

1658 queries are given. At example of a piery is given for the lowest

breakdown within the wanted descriptor. T 'y be the wanted

descriptor, the known descriptor or the s gory.

Discussion of Results

While a- relat-.vely large number of queries were collected aver a

short period of time, no claim can be made that thase queries are a

representative sample of queries answered in public libraries. A

test of significance would entail a second sampling of the libraries

to determine whether similar results are obtained. This.is not planned

at this ..Ime Despite this limitation of the survey, some general

comments about the queries will be made.

To provide a profile of the queries answered by the 27 public

libraries, the 1658 queries have been put into four types. This was

done by combining the queries listed under the 14 wanted descriptors

into the four types of queries given in Table 2. The most frequent

type of query was the "general background on a subje t" query. Over

four out of ten queries fell into this group. Next in frequency was

the query for factual information other than facts about publications.

About a third of all of the queries dealt with facts about people,

organizations or products. Queries about specific publications or

parts of publications, recommendations, abstracts, and verification

accounted for about one out of ten queries. The remaining queries,

also about one out of ten; were about words or phrases, their

definition, translation, or usage.
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Table 2

TYPES OF QUERIES

Percentage of
Query Type Total Queries

Background information on
a subject 41.1 %
(General information)

Facts other than about
publications
(Addresses/locations, dates,
events, organizations,
persons, properties,
statistics)

About sperJfic publications
(AbstIacts, annotations,
recommendations, citations,
illustrations, verification)

36.0%

13.6 %

About words and abbreviations 9.2 %
(Words, phrases, abbreviations)

Further analysis of the records of the queries is planned. We will

look at the queries in terus of types of answer-providing tools, e.g.

directories, that were used for answering the different types of queries.

Then we will list alternative types of tools that either were or could have

been used for answering different types of queries. If time permits, the

same queries will be searched with different types of tools to collect data

that might be of asciteance in developing search strategy for answering

reference queries. The queries will also Le examined in terms of type"of

training required for answering them. A preliminary analysis led to the--

conclusion that subject training (graduate or undergraduate training in

a subject) is not required for answering these queries. We are also

interested in learning what portion cf the queries require training in

library science and what portion of the queries can be answered by persons

without such training.
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TABLE 3

QUERIES GROUPED BY DESCRIPTORS

Explanation of entry format:

CATEGORY
GROUPING:

CATEGORY:

SUB CATEGORY:

Wanted
Descriptor

Number of
Queries in
Category

Percentage
of Total
Usable Queries

ADDRESSES OR LJCATIONS 216 (15.7%)

KNOWN: Organizations 167 (10.1%)

SUB CATEGORY: Education 20 . (1.2%)

EXAMPLE: What is the address for Lafayette
College in Pennsylvania?

ABBREVIATIONS 1 (.1%)

KNOWN: Terms/subjects 1 (.1%)

EXAMPLE: What is the abbreviation for birth certificate?

ABSTRACTS, ANNOTATIONS, RECOMMENDATIONS 53 (3.2%)

KNOWN: Persons 30 (1.8%)
EXAMPLE: How do I find critical essays on John Steinbeck?

KNOWN: Terms/subjects 5 (.3%)

EXAMPLE: Do rou have anything which would index Biblical refeTences
in literature?

KNOWN: Titles 18 (1.1%)
EXAMPLE: I want a synopsis of the opera "Die Meistersinger Von Nurnberg'

ADDRESSES OR LOCATIONS 261 (15.7%)

KNOWN: Organizations 167 (10.1%)

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGThi:
EXAMPLE:

SU3 CATEGORY:
EXAMPLE:

Business/Trade 95 (5.7%)

Can you give me the addresses for the fullowing
companies - Revlon, Cover Girl, Clairol, Max
Factor?

Education 20 (1.2%)
What is the address for Lafayette College An
Pennsylvania?

Government 23 (1.4%) --'

I want the correct dress )5 the Federal
Communications Cctaion in Washington, D.C.

Profevional Or3anizatiOns 10 (.6%) .

Do yoU'have the iddress of the Major League
Baseball Players Association?

SUB CATEGORY: Services 19 (1.1%)
EXAMPLE: I need the address of the Rockefeller Foundation.
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ADDRESSES OR LOCATIONS (Cont.)

KNOWN: Persons 45 (2.72)

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

Government 17 (1.0%)
Do you ha,,,,e the Washington, D.C. address of
Senator Proumire?

Professionals 10 (.6%)
Do you have Ralph Nader's address?

Names in news (not govt.. and prof.) 10 (.6%)
What is the address of Bob rope?

Other 8 (.5%)

What is the address of John L. McKenzie, a priest?

KNOWN: Places 41 (2.5%)

SUB CATEGORY: Addresses/Locations
EXAMPLE: What is the riddress

Convention Ceater?

41 (2.5%)

of the new Niz.gara Falls, N.Y.

KNOWN: Titles of publications 8 '..5%)
EXAMPLE: I-need the address of Bits and Pieces magazine.

KNO1.4:4

EXAMPLE:

KNOWN:
EXAMPEJ:

CITATIONS 77 (1.670:

Persons (authors) 16 (1.0%)
Can you give me a list of the complete writings or Mark Twain?

Terms/subjc,cts 8 (.5%)

Do you have a list of periodicals that deal with children's
literature?.

KNOWN: Titles 3 (.2%)
EXAME: What is the official title of the Prohibition Act?

DATES 49 (3.0%)

KNOWN: Dates 4 (.2%)
EXAMpLE: What is the date of the Sunday before the first Monday in.

January 1981?

KNOWN: Events 22 (1.3%)
EXAMPLE: What was the date pf EasLer in 1955?
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DATES (Cont.)

KNOWN: Persons 10 (.6%)
EXAMPLE: When did Judy Garland die?

KNOWN: Terms/subjects 13 (.8%)

EXAMPLE: When were Kennedy half-dollars first minted?

DOCUMENT LOCATION 40 -(2.4%)

EXAMPLE:' Does the library have the lyrics and music to "You're a Grand
Old Flag"?

EVENTS 10 (.6%)

EXAMPLE: What famous event took place during Thomas Jefferson's
presidency?

GENERAL INFORMATION 682 (41.1%)

KNOWN: Events 10 (.6%)

EXAMPLE: I need a list of Olympic events in which women participate.

KNOWN: Orgamlzations 42 (2.5%)

SUB CA1-GORY: Business 18 (1.1%)
EXAMPLE. What is the correct name of Zayre Corporation?

SUB CATEGORY: Education 8 (.5%)
EXAMPLE: Do you have any information on Al-Azhar University

in Cairo?

SUB CATEGORY: Government 4 (.2%)
EXAMPLE: T need information on the U.S. National Health

ervice Corps and their program

SUB CATEGORY: Pofessionals, 3 (,2%)
EXAMPLE: Is the South Carolina Society of Poets legitimate?

SUB CATEGORY: Pervices 9 .(.5%)

EXAMPLE: Do you have any information on St. Jude's Children's
Hospital?
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GENERAL INFORMATION (Cont.)

KNOWN: Persons 104

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

(6.3%)

Government 30 (1.8%)

Is Henry Cabot Lodge now the Ambassador of
Argentina? If not, what office does he hold?

Names in news (not govt., prof., or religious) 21 (1.3%)
I need biographical information about Art Buchwald.

Professionals 28 (1.7%)

Do you have biographical information on Dr. Evan
Shute, a Canadian docto,- who has done work with
Vitamin E?

SUB CATEGORY: Religious 6 (.4%)
EXAMPLE: Please find some biographical information on

Alexander Campbell, founder of the Disciples Cr
Christ.

SUB CATEGORY: Other 19 (1.1%)
EXAMPLE: What are the birthdates of Spencer T. Olin and

Ann W. Olin and how are they related-to John M,
Olin?

Places 51 (3.1%)

SUB CATEGORY:
EXAMPLE:

SUB CAY'XORY:
EXAMPLhl

United States 31 (19%)
Why is Connecticut called the "Nutmeg State"
and the "Constitution Stater

Non-United Statens 20 (1.2%)

What is the botanical name and description of
the national flower of Germany?

KNOWN: Terms/Subjects 475 (28.6%)

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

Anthropology/archaeology 9 (.5%)
What and when was the Cretaceous period?

Arts/Crafts 38 (2.3%)
Do you have any information on braiding or
spinning horse hair for making ropes?

Business 15 (.9%)
I vould like some information on the history
and process of carpet manufacturing.

SUB CATEGORY: Education 11 (.7%)
EXAMPLE: I need a brief exolanation of the Montessori

methcl of teaching.
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GENERAL INFORMATION (Cont.)

KNOWN: Terms/subjects

SUB CATEGORY:
EXAMPLE.

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

Equipment 18 (1.1%)

Do you have some information on aircraft maintenance?

Eticrlette 19 (1.1%)

How do you address a social invitation to our
city mayor who is a woman?

Geography/Travel 10 (.6%)
What is the source of the Mississippi River?

History 63 (3.8%)

Which of the two flags used by the Confederate
forces in the Civil War was used for battle?

Home crafts 32 (1.9%)

Where can I find informaaon and ideas on using
old barnwood for decorating and remodeling my house?

Law 51 (3.1%)

What were the Buckley Amendment and the Family
Privacy Act?

Literature/language 34 (2.0%)

What is romanticism in literature and what are
it's elements?

Medicine 24 (1.4%)

What is the correct way to bandage weak ankles to
help strengthen them?

Music 7 (.4%)
What is the meaning of double exposition as it
applies to Mozart's piano Concerto in C minor?

Natural Scieaces 39 (2.4%)

What is the life expectancy of the Galapagos turtle?

Occupation 22 (1.3%)

What is the number of years of schooling required
to become a general practitioner, a researcher,
and a specialist?

Physical Sciences 28 (1.7%i
I need an in of an electric arc.

Social Scienzes 24 (1.4%)
I7need material on the rehabilitntion of foriaer
P.O.W.'s from the Vietnamese war.
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GENERAL INFORMATION (Cont.)

KNOWN: Terms/subjects

KNOWN:
EXAMPLE:

KNOWN:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

Sports 12

Do you have
regulations

(.7%)
any information on the rules and
of how to play tugby?

Other 19 (1.1%)
I would like some information on organizing a
church library.

ILLUSTRATIONS 65 (3.9%)

Persons 6 (.4%)

Please find a picture of Susannah Wesley.

Places 13 (.8%)-

I need a picture of the memorial of the place where J.F. Kennedy
was assassinated.

KNOWN: Terms/subjects

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

46 (2.8%)

Biology 11 (.7%)
I need color pictures of mushrcoms.

Equipment 9 (.5%)
I need the-wiring diagram for windshield wipers on
a 1974 Olds Cutlass.

Fashion/Clothes 10 (.6%)

I need a picture of the protective cloth.,;ng worn by
ice-hockey players.

Other 16 (1.0%)
How many stars were in the 1883 U.S. flag and how
were they arranged?

ORGANIZATIONS 60 (3.6%)

KNOWN: Terms/subjects 60 (3.6%)

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

Business/trade 35 (2.1%)

What companies manufacture windmill 'enerators in.

Australia, Holland, and Sweden?

Education 12 (.7%)

Could you give me the names and addresses of art
institutes in Ohio?
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ORGANIZATIONS (Cont.)

KNOWN: Terms/subjects

SUB CATEGORY: Government 13 (.8%)

EXAMPLE: Is there a list of state and federal agencies

dealing with air and water pollution control?

PERSONS 77 (4.6%)

KNOWN: Events 4 (.2%)

EXAMPLE: Who were the lawyers in the Scopes Trial?

KNOWN: Illustrations 2 (.1%)

EXAMPLE: Who painted the "Signing of the Declaration of Independence"

which appears on the hack of the new two dollar bill?

KNOWN: Organizations 34 k2.0%)

SUB CATEGORY: Business/services 13 (.8%)

EXAMPLE: What is the name of the president of Lensol

Fabrics Co., in Los Angeles?

SUB CATEGORY: Government 21 (1.3%)

EXAMPLE: Who are the members of the task force to study

questionable corporate payments abroa(1?

KNOWN: Persons 8 (.5/)

EXAMPLE: Who was Secretary of State when Sumner Welles was his assistant?

KNOWN: Places 13 (.8%)

EXAMPLE: Who is the governor of Alaska?

KNOWN: Terms/subjects 11 (.7%)

EXAMPLE: Who invented the first adding machine in 1642?

KNOWN: Titles of publications 5 (.3%)

EXAMPLE: Who played the Cowardly Lion in "The Wizard of Oz?"

PROPthUIES 50 (3.0%)

KNOWN: Places 17 (1.0%)

EXAMPLE: dhere are the highest and lowest elevations in San Antonio, Texas?
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PROPERTIES Cont.)

KNOWN: Terms/subjects 33 (2.0%)

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

Conversion from one unit of measure to another 8 (.5%)
How many square feet are in an acre?

Food Values 5 (.3%)

How many calories are in an apple?

Monetary Values 5 (.3%)

What is the rate of exchange of Italian lira to
U.S. dollars?

Sports 7 (.4%)

In professional boxing, what are the weight limits
for the bantamweight, welterweight, and middleweight
divisions?

SUB CATEGORY: Other 8 (.5%)
EXAMPLE: How tall is a full-grown Clydesdale horse and

how much does he weigh?

STATISTICS 91 (5.5%)

KNOWN: Organizations 13 (.8%)
EXAMPLE: What was the selling price of General Motor's stock on February

1 and August 1, 1975?

KNOWN: .-!rsons 3 (.2%)
EXAMPLE: ,Lat was Ty Cobb's lifetime batting average?

KNOWN.: Places 35 (2.1%)

SUB CATEGORY: Population 21 (1.3%)
EXAMPLE: What is_the number of persons

according to the 1970 census?
in the U.S. over 65

SUB CATEGORY: Other 14 (.8%)
EXAMPLE: What is the seating capacity of the stadium

by the Minnesota Twins for home games?
used

KNOWN: Terms/subjects 40 (2.4%)

6UB CATEGORY: Business 15 (.9%)
EXAMPLE: What percentage of the housing industry in the

U.S. mobile homes?
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KNOWN: Terms/subjects

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

STATISTICS (Cont.)

Natural Sciences 8 (.5%)

How many wild whooping cranes are in the U.S.
not in captivity?

Population 10 (.6%)

Wzat iR the number of women studying to become
lawyers and medical doctors in the U.S.?

Other 7 (.4%)
Who is older: Goofy or Mickey Mouse?

VERIFICATION OF PUBLICATIONS 41 (2.5%)

PARTIAL CITATION WANTED 26 (1.6%)

EXAMPLE: What was the exact date of publication of Open at Your Own Risk?

FULL CITATION WANTED 15 (.9%)

EXAMPLE: Is there a newer edition of the book Your Investments edited by
L. Barnes. (American Research Council). Patron has 1969 edition.

MOWN:

WORDS, PHRASES OR DEFINITIONS 151 (9.1%)

Terms/subjects 151 (9.1%)

SUB CATEGORY:
EXAMPLE:

SUB CATEGORYt
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

SUB CATEGORY:
EXAMPLE:

Etymology 9 (.5%)

What is the meaning and origin of the name "Matthew"?,

Glrammar 7 (.4%)
What is the correct possessive form for "each other."

Identification of word, .phrase, or abbreviation 23 (1.1

What is the word f r fear of heights?

Spelling/Definition/Pronunciation 92 (5.5%)

What is theng-of-radioimmunOassay?

Translation 20 (1.2%)

Can you translate this French sentence--On vous
communriquera votre logement au mois Septembre?

8
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APPENDIX A

School of Library Science The Florida State University

Tallahassee, Florida 32306

Dear Colleague:

February 20, 1976

We are presently working on a U. S. Office of Education sponsored
study of the reference process. One objective of thi:l3 study is'to get
a better lderstanding of how reference work is performed. Our hope is
that the results of this work wilt be applicable both to the teaching
and the evaluation of refev-zoe work. Tbms far, we have developed and
started testing a model of reference process illustrated in the
attached decision flowchar- V, are now ready to test this model with
reference queries actuall red in medium size public libraries.
We have selected medium ;",ublic libraries as our sample in view of
their long standing dedicatiOn to reference work and the wide range of
queries which they ansver.

We hope to enlist yo7*t cooperation in this work and have made our
request as modest as po0Fible since we are fully aware that your time
for such an activity ,t4. very limited. Specifically, what we would like
from you and other public libraries in our sample is a record of the first
60 to 75 queries other than directional (location of fully identified item)
queries answered during a week. The minimum amount of information needed
for our study is the statement of the query as answered, recorded on a form
such as the attached sample. If possible, we would also like to have a
statement of the query as originally received (if the query had to be
negotiated) and the answer and/or bibliographic citation supplied.

If'you are able to assist us in this research project, please return
the enclosed postcard and we will send you 75 forms and a return envelope.
As a token of our appreciation for your cooperation we will send you an
analy8is of all the queries collected in the study.

Thank you for your consideration of this request.

GJ/dh
Enclosures: Flowchart

Record of Reference Query
Postcard

Sincerely,

Gerald Jahoda
Professor
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APPENDIX B

RECORD OF REFERENCE QUERY

1. STATEMENT OF QUERY AS ACTUALLY ANSWERED

Z. STATEMENT OF QUERY AS ORIGINALLY RECEIVED

). ANSWER AND/OR CITATION SUPPLIED
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APPENDIX C

LIBRARIES PARTICIPATING IN THE SURVEY

Ventura County & City Library ...

Ventura, Cal.

Silas Bronson Public Library
Waterbury, Conn.

Central Florida Regional Library
Headquarters

Ocala Public Library
Ocala, Fla.

Orlando Public Library.
Orlando, Fla.

Dalton Regional Library
Dalton, Ga.

Hammond Public Library
Hammond, Ind.

Jefferson Parish Library
Metarie, La.

Shreve Memorial Library
Shreveport, La.

Saint Clair County Library System
Port Huron, Mich.

Warren Public Library, Miller Branch
Warren, Mich.

Kansas City Public Library
Kansas City, Mo.

Clark County Library District
Las Vegas, Nev.

James Prendergast Library Association
Jamestown, N.Y.

Rochester Public Library
Rochester, N.Y.

Akron-Summit County Public Library
Akron, Ohio

Stark County District Library
Canton, Ohio
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Elyria Public Library
Elyria, Ohio

Mansfield Public Library
Mansfield, Ohio

Jackson County Library System
Medford, Ore.

Erie Metropolitan Library
Erie, Penna.

Scranton Public Library
Scranton, Penna.

Spartanburg County Public Library
Spartanburg, So. Car.

Knoxville-Knox County Public Library
Knoxville, Tenn.

Beaumont Public Library
Beaumont, Tex.

El Paso Public Library
El Paso Texas

Norfolk Public Library System
Norfolk, Va.

Eau Claire Public Library
Eau Claire, Wisc.
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A COMPUTER-SEARCHED AND PRINTED INDEX

TO REFERENCE QUERIES
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ABSTRACT

An index to reference queries prepared with the
aid of a data management system, the MARS system
run on the CDC 6500. is described. The index is
either searched on-line or printed by computer
and searched manually. The index is intended to
be used to select queries to be answered by students
in a reference course. Other applications in
libraries are suggested.

This study was supported by U.S. Office of Education
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search strategy used (lead-in tool, answer-providing tool, search headings

used); answer and/or bibliographic citation provided. When the query is

indexed, its level of difficulty, the relationship between words in the

query statement and the subject heading searched, and other aspects of the

query given in Figure 1, List of Access Points, are also indicated.

Figure 1

TYPES OF ACCESS POINTS USED IN INDEX

1. Accession number of query

2. Source of query

3. to 5. Subject of query, indexed as:

- Wanted descriptor

Known descriptor

- Modifier

6. Negotiated queries

7. Reasons-for query negotiation

8. Types o: answer-providing tools options

9. Type of answer-providing tool actually used

10. Lead-in tool used

11. Relationship between words in query staten.-nt and

subject heading usrd

12. Type of answer provided

13. Level of difficulty of query

!;efore describiog the preparation of the index.to the queries, we need

to point out that the "index package" r:onsists of three parts: the list of

querie,;, the index, and the answers to the queries. Only the index itself

in -)achine-reodable form. Figure 2 illustrates the three parts of a

record of a single query, the query, the index to the query, and the record

of awiwer.
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A COMPUTER-SEARCHED AND PRINTED INDEX

TO REFERENCE QUERIES

This paper describes a computer-searched and computer-printed index

to reference queries. The index is prepared with the aid of a data management

system. Data management systems, defined by Cagan, are software sy&tems

that permit file generation, maintenance, and reporting in a generalized

fashion. Data management systems are generalized programs in that they can

produce a multiplicity of file tyt'es and formats as well as a multiplicity

of reports (1). Data management systems are used extensively in business

and industry for the preparation of sales, inventory, personnel, and other

records. An advantage of such a system is that its user does not have to

know computer programming. Two recent articles by Collins suggest the

application of data management systems for the preparation of housekeeping

records in small and medium size libraries (2,3).

The specific data management system used for preparing the index

to refcrence queries is the MARS (Multiple Access Retrieval System), run

on the CDC 6500 compwer. The record prepared by MARS can either be printed

in any desired arrangement or searched on-line by a single access point or

any logical combination of access points. Detailed instructions for

preparing, updating, se'arching, and printing a MARS file are given in a

manual published by the Control Data Corporation (4).

Descripribn of the Index and its Preparation

The queries now included in Che index are either actual queries that were

answered in libraries or queries prepared for students in reference courses.

For each query, the following record is kept: statement of query as

originally received and, when applicable, statement of query as answered;
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Figure 2

RECOD OF SAMPLE QUERY INCLUDED IN INDEX

The query:

1::hat gauge track does the Valdosta Southern Railroad use?

Index in machine-readable form:

ACCNUM=00006 Accession number 00006

SOURCE=1 Source of query (made up)

WANT=4B Subject indexed in terms of wanted

KNOW=16 descriptor, known descriptor

M0DIF=22 and modifier

NECOT= Negotiated query and reason

REASNEG for negotiation (does not apply)

ATPMAT=E,N Type of answer-providing tool Ithat might

ATPACT=N be used and type of answer-providing
tool actually used (E=encyclopedia,
N=directory other than biographic)

LEAD=1 Type of lead-in tool (1=card catalog)

,SUBH=2

AST=1

LEVEL=2

Query words and subject heading
relationship (2=exact match)

Type of answer provided (1=a number or
numbers)

Level of difficulty (2=average)

Answer to query and search strategy:

00006

Luad-in tool: subject card catalog

Access point in
lea0.in tool: Railroads-Yearbooks

Answer-providing tool: Jane's World Railways 1971/72, p. 320

ALross point in
tooi: Valdosta Southern Railroad

Answer: 4 feet, 8 1/2 inches
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The access points may also be printed by columns rather than rows for ease

of scanning.

The preparation of the index in machinereadable form, the MARS file,

entailed the following steps:

1. Code design

2. el,ssignment of accession number to each query

3. Coding of queries

4. Keypunching of queries

5. Creation of MARS file

Two of these steps require further explanation. Code design consists

of specifying the location, length and type of code for each type of access

point. The creation of the MARS file consists of entering the punched

cards on disc and the preparation and execution of a command file that

converts the punched card images into MARS searchable form. The command file

consists of about 30 statements and is prepared as well as executed at a

terminal. The resulting MARS file is searched online by single access point

or by any logical combination of access points. The search result may

range from an accession number for a single query to every access point

for every query included in the index. The latter search result is the

manually searched index.

Time and Cost Estimate for Preparing MARS File

The following time and coSt estimates are only for the preparation of

the MARS file and do not include the intellectual aspects of indexing. About

five hours were spent in code design and four hours in the_preparation and

execution of the MARS command file. The coding of.the access points of a

qucrv and rocuiding the codes on a work sheet took about two minutes per query.

roy,:aphing and verifying took another two minutes per query.

The ;)n-line printing of the index to 188 records varies with the number

of ierlainai users at the time of using the file and the speed of the terminal.
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On the average, it takes about 30 minutes with a 10 characters-per-second

teletypewriter. The computer cost is difficult to estimate because of the

variety of charges entailed. The preparation of the MARS file and the printing

of the index to 188 records was estimated by our Computer Center personnel

to be less than forty dollars. This figure is based on a rate structure

in an academic institution and may be considerably higher in other types

of organizations or, for that matter, in different universities.

Discussion

There are several ways in which an index to reference queries may be

used. We prepared the index as an aid in selecting reference queries for

students in referencecourses: Practice in answering reference queries is

(or at least should be, in our view) a key compon,mt of a reference course.

A prime objective of reference courses is to prepare_ students to answer

reference queries. This can best be done by giving students practice in this

task. The index to reference queries enables the instructor to select

the types of reference queries needed at a particular stage of the student's

training. Thus queries can be selected by level of difficulty, by type

of answer-providing tool, by need to negotiate, or by any other factor or

combination of factors that are access points in the index. Since the

collection of reference queries is a time consuming and continuing task

(reference"books open uo the page with the answer if the same queries are

used too many times) , it is suggested that teachers of reference might

develop a query bank on a cooperative basis. We might thus share each

other's efforts, just as students are sometimes prone to do.

Indexes to reference queries have been prepared by reference librarians

for at least two purpose: to save time in answering repeat queries and to

providf. d.ica for OIV evaluation of reference servicc. A record of types of
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queries answered as well as not answered, types of reference tools used,

and other aspects of reference service assists library management in the

evaluation of reference service. The use of a data management system such

as the one described is suggested as a mechanism for preparing an index to

reference queries in libraries.
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BIBLIOGRAPHIC VERIfICATION OF MONOGRAPHS

0. L. Shiflett
May, 1976

Introduction

in the broadest sense, all work of libraries can be considered as

bibliographic activity. A paton inquiring about any topic does not ask what

the librarian knows about it, but where in the collections of the library will

th, necessary information be found. Librarians are not expected to be able to

answer a request tor the number of eggs produced in Montanta in 1967 from

their own knowledge, but are legitimately expected to locate that information

in a particular source

However, while an information request is in essence a bibliographical

_
request, the definition and specification of knowns and wähteds make it in

a reill sense distinguishable from a request for a bibliographical entity.

The types of knowns and wanteds with which this flow chart is concerned are

those that npply to the distinction of a unique bibliographical item.

A bibliographic query as defined here is basically a request for more

information about a bibliographic unit based on some information already

available about the item. The query seeks to identify the item as a unique

entity-_ The process of verification involves ascertaining the correctness

and completeness of the original citation through the use of some authoritative

bibliographical tool. Whether it is for acquisitions, inter-library loan,

cataloging, or the attempt to refine a footnote, the basic process is the

same and el.ows ef codiftiL

The object in bibliographic verification is to standarize the terminology

used in describing a particular publication. It is a process of making certain

that everyone is calling the same object by the same name. Since there are a
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number of standard bibliographic tools used in verifLation that are compiled

by different processes for different purposes, there naturally exists a

hierarchy of authoritativeness. The National Union Catalog, (NUC) with the

Library of Congress Catalog and the various other forms that.this basic tool

can assume such as the OCLC data base, is the primary tool of bibliographic

verification in the United States. While it may on occasion bc in error in

descriptions, the errors themselves become sanctiied through the wide-

spread use of the NUC and the widespread acceptance of its authoritativeness.

The Cumulative Book Index is probably the second most reliable source for

books published in Enrlish. The entries used are most frequently complete

and ir agreement with those : the NUC. Books in Print and Forthcoming Books

are, like the publishers' catalogs used in this chart, trade tools and, while

useful, are not bound to adhere to the Anglo-American Catalogin6 Rules. As

the accompanying floc., chart indicates, they are of secondary importance to

verification in the NUC.

The form of the least search strategy dev^loped here derives from the

hierarchy of adthoritativeness of the tools utilized and the possibilities

of success in any given tool. As can be observed in the flow chart below,

the progression of bibliographic sources utilized for verification of

American imprints in American libraries is straightforw; J. The basic

apprcach is:

1. Search Card Catalog

Search the National Union Catalog

3. Search the Cumulative Book Index

4. Search Books in Print

5. Search Forthcoming Books

6. Search Publishers' Catalogs
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Recurring patterns develop when information gleaned from a tool of lesser

authoritativeness necessitates a return to an earlier point in the hierarchy.

The access points by which these tools should be searched will vary from

tool to tool and from search to search. Research has indicated that the title

of th bibliographic unit is more frequently correct or at least a stronger

positiv clue than the main entry given in most bibliographic queries. For

ti roason, it i. fr,quently best to search all tools.by which access it

ponsible by title, by the title given in the bibliographic query except when

the title is not distinctive or there is a good chance that the title may

vary from edition to editioq such as in the Comnlete Works of Fielding or

The Adventures of Tom Sawyer Mark Twain. This, of course, is not a hard

and fast rule, but more a principle that should be in mind while searching.

Such requests as James Trager's The Bellybook (actual title: The Big, Fertile,

Rumbling, Cast-iron, Growling, Aching, Unbuttoned Bellybook) have appeared too

frequently to design laws around. In general it is best to search whatever

tool is being used by title when possible--but be prepared for frustration.

As the searcher gains more familiarity with the publishing industry and the

book trade, he will learn which publishers and which types of publications

should be readily verifiable and which may not be and be able to modify his

search accordingly. For an expanded idea of the types of difficulties that

may be encountered, consult Chapter IV of George Lowy's A Searcher's Manual

(Metuchen, NJ: Shoestring Press, 1966).

The accompanying flow chart presents the process of bibliographic

veriiication of monographic material. The arrangement is one that should

provide a least search path for the verification of English language items

published in the United States. The "Parallel Processes" notations refer

to substitutions (see below) that can be made in the tools to modify the

205



procedure for British, French, and German items. Certain recurring patterns

.shch as rechecking the card catalog before atb_mpting to verify in the NUC after

.1h item has been Cuund in BIP or CBI pIesume that the library is large enough

to have many or the items that may be commonly requested through inter-library

loah or acquisitions. These patterns would have to be modified for use in

smaller libraries where the probabilities are nct so great.
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NOTES TO THE FLOW CHART

Bibliographic Citation: A bibliographic citation posed in the form of

a :erification problem almost invariably contains a main entry and a title

that are usable as potential access points. While a main entry may be missing

or so obviously garbled as to be unusable as may occur,.for example, when a

person confuses the name of an interviewer on a book talk program with the

n,e of the author he is interviewing, a title usually must be present.

Otherwise the original citation falls into the class of reference queries

generally calling for any of sevrral publications an a subiect.

2

Analysis of Purpose: Even though a date of publication has not been

given, there are certain assumptions that can be made here that will help

guide the search path at this point. If no date of publication has been

given in the original citation, conclusions can be drawn from the purpose

of the citation. If the searcher is dealing with an acquisitions request

heshould assume here that the imprint is a current one and begin his search

with the most current cumulations and issues of NUC. Acquisitions requests

tend to be generated from current information such as book reviews, publisher's

-brochures, and advertisements. Inter-library loan requests tend to be

generated from such sources as bibliographies, foot::otes in books and articles,

or 1.1us1ons in texts, consequently they will tend to be older items and it

would be appropriate to begin the search with older cumulations of the NUC.

3

National Union Catalog (NUC): For the sake of conciseness, a wide

range of tools are associated with the heading. For bibliographic

verification, the NUC is authoritative in American libraries. The

authoritativeness of the NUC rests on the method of its compilation.
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It is a listing of the holdings of many libraries. These holdings are

described in accordance with the Anglo-American Cataloging Rules.

Accordingly, this heading shall include any ofaa wide range of sources that

partake of the degree of authoritativeness. These include the Library of

Congress atalog, the Library of Congress proof-slip service, the microfilm

services produced by several private companies, and the new computerized

services such as OCLC and SOL1:;ET that are used in the .processes of biblio-

8raphic verification and cataloging.

4

Change; At various points in the flow chart bibliographic verification

cccurs when an item is found in the various tools utilized. Frequently, the

original citation will not agree with the information found in the tool. A

significant change in the bibliographic information will necessitate rechecking

the card catalog to be sure the item is not already in the local library's

collection. A significant change can be defined in most cases as a change in

either the main entry or the title such that is would have caused the searcher

to have looked in the wrong place in the filing scheme of the card catalog in

earlier searches. In some cases when the edition of the book is of critical

concern, a change in the imprint or date may be considered a significant change.
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Essay A: Parallel Processes

The tools used in this flow chart are for the most part directed toward

English language. United States imprints. For many foreign publications, the

tools arc comparable and-all that is necessary it 7:imple substitution of the

Foreign tool for its American equivalent. In some cases, the substitution will

not be perfect, but the areas of coverage of the American tools have rcughly

corresponding foreign tools.

The only source that eaunot be readily substitui ed. Is the National Union

Cataloa since it is the authoritY tool and universal in its coverage. The

corresponding bibliographies and national libra-cy catalogs must be used in

conjunction with the National Union Catalog. Some of the more common

substitution patterns that wi'l be encountered are listed below. Consult

Winchell for more detailed information about the various foreign sources.

United Kingdom

Books in Print: use British Books in Print

Cumulative Book Index: use the British National Bibliogri7,hy

[CBI covers all Eng:Ash language book and should be used

in conjuuction with BNB]

-Forthcoming Books: use Whitaker's Books of thA,NOlith and

Books to Come.

National Union Catalog: use the British Museum Catalo.g in

conjunction with the NUC.

France

Books in Print: use Repertoire des Livres de Langue Franpise

Disponibles or Le Catalogue de l'edition Fran9aise

Cumulative Book Index: use Les Livres De L'Annee-Biblio

Isrthcoming Books: use Les Livres Du Mois [this is not a

perfect substitution, but provides the most current data

for French publications]
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National Union Catalog: use the catalog of the Bibliotheque

Nationale in conjunction with the NUC.

German

Books in Print: use Verzeichnis Lieferbarer BlIcher

Cumulative Book Index: use Deutsche Bibliographie and Deutsche

Nationalbibliographie

Forthcoming Books: There is no perfect substitutions but the

most current issue of Deutsche Bibliographie and Deutsche

Nationalbibliographie furnish the most current readily

available 'late for German publications.

National Union Catalog: see Winchell for the wide range of

retrospective bibliographic tools that can be used in

conjunction with the NUC.

215



-14-

Essay B

The only distinction between the two points that lead to this essay is

that a publisher is given in the original citation in one and not in the other.

In both cases, the date of publication and place of publication may or may not

be included and verification has not been attained.

Assuming the searcher has been methodical and alert, by the time this

point is reached, the great majority of American imprints should be verified.

Here, the possibilities of using the flow chart to clarify the process of

bibliographic verification begins to become too cumbersome to be useful. While

it is theoretically possible to continue because there are a finite number of

bibliographic tools and a finite number of bibliographic elements, the diversity

of alternatives that it would be necessary to explore render this approach

unsuitable for an introduction to verification.

The process of devising a flow chart such as this rests on the assumption

that the bibliographic tools used are precise and comprehensive in their

coverage. This, unfortunately, is not the case. While CBI does attempt to

include all books of importance in the English language, the distinctions

. between significant and ephemeral is often hazy enough to cause confusion

and the searcher frequently has no idea of whether the item needing verification

is a scholarly treatise or a nine page mimeographed pamphlet. While titles

may indicate the subject of the item, they usually cannot disclose the depth.and

quality of treatment. Further, a number of publishers for a variety of reasons

ranging from apathy in the case of small presses issuing only limited editions

of literary works to display their virtuosity in printing to larger commerical

publishers that have developed patterns of sales and distribution that are'

outside the main channels of the book trade, chose not to participate in trade

bibliographies such as Books in Print or Forthcoming Books.
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Aside from the inadequancy of the tools, there are a great variety of

reasons why verification has t been completed. The searcher may be dealing

with a bibliographic ghost--an.item that appears plausible in that it does

have an author and a title and perhaps even details of publication, but'simply

does not exist. These may originate from a variety of sources such as an

author's search for a citation as in the case of the Necronomicron or the

attempts of a bibliographer like Charles Evans to accomplish more than is

possible.

In most cases, however, the searcher will reach this point through

incomplete or inaccurate information that has misled him to the extent

that the p;.evios search has been substantially invalidated. At an early

point in the charted search, an assumption was made that if no publisher

or place of publication were given the item was to be treated as though

it were an American imprint. If the item being searched at this point is

one of these, this assumption should be re-evaluated. The number of

countries producting publications in English is great and, while any foreign

publications in English appear in the standard American tools through

American distribution of foreign publications or through American offices

of foreign publishers, this is not a universalor even widespread practice.

Clues such as the subject of the item, variant spellings of English words,

and the form of the authors' name may lead the searcher to the appropriate

national bibliography or subject bibliography.

Many searches.go astr.:.y not because of lack of information,-buI because

of subtle misinformatiOn. A query about a monograph claiming to be published

by the University of Minnesota Press may variously he found to be a dissertation

completed at the university, a publication of a department of the university,

or even a book published by antother press written by a faculty member of the

university. The title given in a citation to be verified may actually be the
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su tle of the monograph, an abbreviated form of the title found on the spine,

a rough translation into English of z foreign title, or even the subject

heading under which the requestor found the original citation in a bibliography.

Further, the main entry may vary from a simple misspelling of the author's name

as "Smith" for "Smyth" through the use of an editor for the main entry for a

symposium to the assertion that Sheridan Baker is the author of Fielding's

Tom Jones.

As noted in the introduction, dates of publication when given are normally

a strong positive clue. This, unfortunately, is not always true. The habits

o: the burgeoning reprint industry have introduced factors into the book trade

that severely complicates searching. The insertion of Max Adeler's Out of the

Hurley-Burley; or, Life in an Odd Corner in Books in Print in 1968 with a

publication date of 1874 by cne reprint publisher when the book was not actually

produced until 1973 has been a common occurrence. It is only through a knowledge

of the book trade and the vagations of bibliographic form and practice that the

searcher will readily come to terms with the process of bibliographic verification.

Several directions for the search suggest themselves at this point.

Perhaps the most fruitful of these would be an approach by subject. If the

subject of the item can be identified from the title given in thn citation,

the searcher can recheck the tools already searched through the subject

approach. Some cumulations of the NUC, the CBI, BIP, and Forthcoming Books

all offer this access and it should be used in verification. The card catalog

of the local library is probably the best source in which to identify these

tools. The bibliographies found may range from highly specialized sources on

one author to more comprehensive tools such as Education Index of the MLA

Bibliography. It must be remembered, however, that this approach is limited

in that there is a time lag between the publication of an item and its
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appearance in a bibliog-aphy. This time lag will vary from tool to tool and

from subject to subject.

In many cases, tools for specific subject areas may not exist in

monographic or serial form. Bibliographic Index offers a great degree of

precision in identifying the literature of a subject and can be very useful

in the verification process.
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